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TRAFFIC ACCIDENT SECTION
WISCONSIN DEPT OF TRANSPORTATION
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MADISON WI 53707-7919
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WISCONSIN STATE FLEET MANAGEMENT POLICIES

AUTHORITY

This Fleet Management Policies Manual for Wisconsin State Government is based on the collection of statutes,
memoranda and adrunistrative codes that govern the use of state vehicles. The State of Wisconsin Department
of Administration approved and issued this Fleet Management Policies Manual to control the use of all state
vehicles. Fleet policies reflect minimum reguirements that state agencies and drivers must abide by to operate
vehicles owned by the State of Wisconsin and requirements are not to be lessened or waived.

This manual provides the state vehicle owner agency with the basic regulatory requirements for managing a
vehicle owned by the State of Wisconsin. The owner agency fleet manager/coordinator/supervisor should
consulf the Fleet Driver Polictes Manual for policies directed to the driver,

The purpose of owning 2 fleet of state vehicles is to provide vehicles for the business use of employees. The
laws granting state government the authority to own and operate a fleet of vehicles are contained in Wisconsin
Statutes, Chapter 16 and 20, and Administrative Codes. A number of collective bargaining agreements zlso

* ‘contain provisions relating 1o trave] az}d state vehicle usage. Citation of statutes and other fleet related policies
are Jocated at hitp: f/WWW legis. si&te Wi, us/navfw1s§aw htrm,

Wisconsin Statutes and Administrative Codes Governing State Fleet

Wisconsin Statutes
Chapter/Section # Subject Covered

3. 11.37 Travel by Public Officers
8. 16.003(1) ~Department of Adnumsﬁ*aﬁoz}-Pmpose (Enterpnse Ficet Managﬁment)
s 1604 '__':Flcet management and maintenance
s 16045 " Storage and use of gaschol and alternative fuels
s. 16.70¢1e) Definition of “Agency”
8. 16.7002) - Definition of “Authority”
5. 20.505(2)(®) ‘Risk Management (State Self-funded Property and Liability Program)
s. 20.915 State motor vehicles and aircraft
5. 20916 Tzaveimg expenses (Uniform Travel Schedale Amounts governed by this statute)
s. 20.516(4) - Uses of privately owned automobiles
s, 20.616(7) * Personal use of state vehicles and aircraft
5. 20.916(8) Uniform travel schedule amounts; allowances
3. 20.916(9) Reimbursement for travel expenses
c. 102 Conditions of liability
5. 341.14(3) Private plates for law enforcement vehicles
8. 893.82 Claims against state employees; notice of claim; imitation of damages
s, 805.46 State and political subdivisions thereof to pay judgements taken against officers

Rev. June 10, 2004 4



WISCONSIN STATE FLEET DRIVER POLICIES

DEFINITION OF TERMS

Agency: State departments, boards, commissions, institutions, and University campuses, except agency heads.
Agcncy Dlspatcher“ The agency employee whc} reserves and issues poal vah‘xcles

Agency Fleet Coordinator: The employee in a state agency who manages vehlcies leased from the Department
of Adnumstratmn Agencies “that icase vehzcles mstcad of owning them have a Fiest Coordmator
instead of a Fleet Manager. ™ : .

Agency Fleet Manager: The employee who manages an agency's owned vaincle assets.

Agency Head: The head of a department (secretary), board (chalrperson}, commission (commlssmner) or
university campus (chancellor). Agency Heads may delegate theu' dsmes to an appropnatc APENCY
employes.

Agenr.:y Rlsk Manager' Astate empéoyee whose respenszbzhtles involve adzmmstcnng thc agcncy i5 risk
' management program. S :

‘Agency Snper_s_flsar: Ana agency e_rnployee who tonitors the driver’s compliance regarding mileage reports, fuel
usage, and maintenaz;c_:e_éssne_s and reports to the agency fleet manager/coordinator.

ADA: Amencans wzth Dzsabﬂmss Act
Autherﬁy Wiscansm szatﬂ agency with adrhinistrative powers rcgardmg enforcemem of pohcy comphance by
other state AgENCIes. Auﬂlon‘fy of the Fleet Driver Policies Manual and the Flcet Managcment Policies
Manual is the State of Wzsconsm Depariment of Adnnmsn'anon '
BSRM Burcau of State R}.Sk Managamcm at tha Depaﬁmem of Adnnmstrauon |
| Busme:ss Mﬂes Mﬂes dnverz in sta‘{e vehxcles by state cmployees, wh:ée perfomng afﬁcxa} state busmess
Comuung Travel from home to headquamrs or headquarters to home.~

DOA Sepmment 01‘ Adnnmstranon

Employmg Agency ’i’he board, commission, comﬁee, cennczi Aniversity campus, or de;zartmsnt in state
government that appointed an employee to the employee's current state position {or the employee's
position at the Ume in qaesnon)

Headquarters City: The area within the city, town or village imts where an employee 5 pemanent wcrk site i3
located and the area within a radius of 15 miles (based on odometer mﬁeage) from the employee’s
permanent work site.

Home: The employee's nlaces of residence.
Incidental Use: Typically occurs while in route on official business. Stops at an ATM or for lunch would be

incidental use znd are not considered personal miles if in work status and do not require
reimbursement, Incidental use can also occur during commmuting when personal miles are to be

Rev, June 10, 2004 5



WISCONSIN S7aTE FizrT DRIVER POLICTES -

reimbursed. During commuting, mileage for incidental use must be reimbursed. Non state employees
. are not permitted in vehicles even during incidental use. ..

Motor Pool: Pool vehicles are ones that are available to all employees with_du%: regard to funding source, and are
billed back on a daily use basis to the appropriate funding source. I '

Non-availability Slips: Written suthorization {0 use an ezziﬁibyééi's'ipriyat:c.Véﬁidc _ai_th_aigé_iﬁabﬁ_r'éér'néﬁ% rate as
stated in the current Uniform Travel Schedule Amount set by the Office of State Employment -
Relations. o

OSER: Office of State Employment Relations |

Owner Agency: The board, commission, committee, council, university campus, Of dﬁp'attfneni_t' in _stat_e" C
government that owns the vehicle.

Personal B é’s'-:f"Mﬂgs_,- éiz‘iy;nx-;’.:i a -@'cﬁonally'-;_-as-sé gned state vehicle, that are: not business-related. Commuting i

" an example of personal miles. ' Lol R R
Persorially Assigned Vehicle: A state vehicle assigned to an individual state employee for business use.
Pool Vehicle: A work shared vehicle available for business use through reservation.

Reimbursemerit rate: The rates at which an employee may be reimbursed for use of a personal vehicle for state
“business, or the Tate at which an employee is required {0 reimburse the State for personal miles ina.
- state vehicle: For rates, please referto the Uniform Travel Schedule Amounts (UTSA) in section F of
the State Compensation Plan. For rates when an empioyee exercises the option 1o use a personal
vehicle when an assigned or pool vehicle is svailable, refer to Wisconsin Statute 20.916(4)e).

' S'-BO_}"’:__._.S;é_‘c_é__Burc_gp::éf '-Procmﬁﬁéﬁt ':'-__ét“i;_’%a_e Depamnent of Aémlmstratlon
State vehicle: A vehic}é owned and op'erétéd by the S%atc of Wisconsin or leased to an 'légeﬁ:cy} by another
department or cpmmercially Teased that.is assigned to an individual, agency or business sub unit for
use to conduct official state business T
UTSA: The Uniform Travel Schedule Amount (UTSA) set by the Office of State Employme;n‘{ Relations with
‘approval by. the legislative Joint Comumitice on Employment Relations. Found in Section F of the State
Compensation Plan. - A RS : i e '

Vchj.cie_ Assignment Transfer (VAT): An authorization to change vehicle assi gnrment status.

Vehicle Use Agreement (VUA): ‘An agreement signed by stete emplcﬁye_cs and their supeivisors indicating the
employees are eligible to drive a state vehicle. S _

Work Shared Vehicle: A State vehicle assigned to an agency or an agency sub-unit for business use.

Rev. June 10, 2004 ' _ ' i)
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WISCONSIN S'_IA’I'E FLEET MAIVAGEMEN? PoOLICTES

DEPARTMENT OF ADMINISTRATION RESPONSIBILITIES

Under 5. 16.04, Wisconsin Statutes, the Department of Administration (DGA) is asmgaed the foiiowmg
responsibilities for managing all state vehicles:
*  Develop uniform state policies and guidelines for vehicle acquisition, use, and maintenance.
*  Keep up-to-date records on c}perznona} COsts, vehlcle perfermance evalﬁauons and zeplacemeai of :
vehicles. ;
*  Screen all reguests for additional or replacement vehlcles pnor ZD forwardmg those requests to the
Governor for approval.
* Maintain an inventory of all state vehicles. L _ ;
* Review agency records relating to fleet operations and the use of state vehicles on an annual basis.

The DOA Division of State Agency Services performs these responsibilities.

AGENCY RES?ONSIBILITIES

- State agenc;es authonzed by DOA under 5. 16. 04(2) Wlsconsm S%anztes jra) manage and operate state’ vehlcﬁes,

must adhere 1o the following pohcms and procedures. Any dsvzamns from these pohcws must be authorized in
writing by the DOA Secretary pner to any use of any state vehicle in 3 manner which does not adhere o the

following. pohmes and procedures A state agency autherized to operate state vehicles must havc an’ employec '
daszgnated to perform a Imnzmum of two of the followmg thrce ievels of ﬂeet adﬂnmstranon ' o

ELEET MANA{ SER

An agency that controls the deplovment of owner agency vehicles acquired with agencylcampas funds must
employ a-fleet manager.: Fleet managers are responmblc for the foiiawmg :
«“Designate and review vehicle assignments -
-+ Eetablish muintenance procedures
.+ Byeloate and recommend vehicle procurcment necds

s » " Identify, surplus vehicles for sale chspasztzon '_

“»‘Mainfdin vehicle history re:co;ds
*  Maintain records
*  Monitor direct and indirect ﬂeet costs
* - Maintain fleet required data

Agency Fleet Coordinators are the owner agency’s representatives and assist in carrying out the Fleet '
Manager’s duties at a local level. Fleet Coordinators in a nop-owner agency also act as the agency’s central
point of contact regarding fleet administration.. Anagency or agency sub-nait zbat operates leased ve%ucles
must designate one of their employees fo perfom the minimum admuus%ranve reqmremen%;s contained in ihase
policies for using state vehicles. The Fleet Coordinator also interprets fleet policies and provides assistance to
administrators and drivers regarding these policies. Fleet Coordmators are responmble for the followmg

* . Authorize the use of state vehicles . :

* Ensure adherence to fleet m&mtsaance: precedurf:s

*. . Communicate and forward information regarding vehicle needs to ﬂeet managers/@versfsupewwors

*  Idennfy undmtﬂxzed!rep%aceabie vehicles

*  Monitor vehicle use (e.g., mieage logs)

*  Monitor costs that must be reimbursed to the State by the emplovee

Rev. June 10, 2004 7



WISCONSIN STATE FLEET MANAGEMENT POLICIES

«  Investigate citizen driver complaints
= Agsist in obtaining missing or eftoneous driver TEPOLLS

DRIVER SUPERVISOR -+ - |
In addition, the supervisor of a driver also has these responsibilities:
* Maintain up-to-date knowledge of fleet policies and procedwes
« Educate their staff/drivers of all policies and procedures’ _
+  Ensure completion of initial Vehicle Use Agreement for their employees '
*  Submit requests for avehicle assignment .~ .
* Manage mileage envelopes/logs including 2 review of personal use -
DRIVER REGISTRATION
. Prior %:_'_cd';b;;eiﬁé_t;’z_ﬁ;g-ﬁ-afng;{__{s;a_t_e}-ownéd-v_ehic}e_;_-_a_ state employee must have asigned ané _é;ﬁp}t_@yéd; Yehiélé Use

Agresment Form (VUA), DOA-3103 or equivalent (Appendix I). ‘Only state employees may drivea state Gk

ehicle. Authorized University of Wisconsin students may also drive state vehicles. Volunfeers, interns of
-contractors of the state may ride in a state vehicle if on official state business and authorized by risk

menagement. An employee is prohibited from operating 2 state vehicle until the VUA is approved by the ™ |
employing agency fleet manager/coordinator and is kept on file for annual review. A driver should expecta
minimum of two weeks for processing and the driver is responsible for verifying approval/denial with the fleet
managet/coordinator. Sl kil

The VUA contains a provision signifying that the driver has been given a copy:of the Fleet Driver Policies .. -
Manual and they acknowledge an understanding of and future compliance with the directives in the manual.

The VUA also requires the driver's license number and informs the drver of their obligation to-reveal negative

- chariges in the status of their driver’s record. New drivers must receive an orientation from their SUpervisor. .

" Ata minimum the orientation will inchide personal use rules, fucling procedures, monthly reporting, -

repair/maintenance procedures, accident reporting, and safety. The driver supervisor reviews and approves the
VUA and forwards the form to the employing agency fleet manager/coordinator. s

The fleet ménagéf!qg}brdiﬁator'.éfmm the__cmployiﬁ ¢ agency should methodically review the submmeé VUA.
Approval or denial of the application is based on, but not limited to, the mimimum standards for driving a state
vehicle, which include a valid driver license, two years licensed driving experience, confirmation that the driver

is eighteen (18) years of age and does not have three or more moving violations and/or at-fault accidents in two

years, or an OWI violation within the past year. A driver will be rejected if they do not meet these minimum

standards. The applicant’s Department of Transportation (DOT) driver record must be reviewed. To obtain the
abstract the fleet manager/coordinator fmust submit to the DOT the prospective driver’s full name, driver license

mmber, dt of b nd he it o vher the verlcene s ised

Fleet managers/coordinators should also be aware that based on the type of véhicle being driven, special -
training and/or licensing may be required prior to vehicle use. For example, training is required for driver
certification for the operation of 12 and 15 passenger vans. Cormmercial Drivers Licenses (CDL) are also
required for certain state positions. Fleet managers/coordinators are responsible for confirming that training is
complete before approving a VUA. B R e ST

Rev, June 10, 2004 : ' -8



WISCONSIN STATE FLEET MANAGEMENT POLICIES

Only after a complete review, the fleet manager/coordinator shall indicate their decision on the formand send a .
copy of the form to the owner agency ﬂeet manager ami to the agency risk manager. The OWDET &gency wﬂl
enter the énver in szatemde data system - :

% gr@@m&m Stam SEEREER . R : . : T FRTE . 5 s
Each vear a review of all dnvzng records of employees With active Vehzcle Use Agreements Wlﬂ beconducted,
Employees who, as & result of the review, no longer meet rinimum standards for driving a state vehicle shall -
have their agreement vmded ané thezr dnvmg pnvﬂeges snspendeé umﬂ szzch txme when thay can demonsn"ate
meetng the standard. ™ Y - _

If employees are denied use of a state vehicle dieto an ana{:ceptable driving record and- mvei is feqwfed
drivers who'hold a valzd drivers license’ may use their persoral vehicle anhd be relmbursed “Reimbursement
will be at the rate equai to'the full business mileage reimbursement rate‘established for an employee reguired to
use their personal Vehicle on state business setin‘the curfent Uniform Travel Schedﬁie Amoants {UT SA}
pzéahshed by the Ofﬁca of State Empioymem Relat;ons (OSER) (Appandix H}

Dnvers who have bf:en dcmed use of a sta‘ie ve?ucle based onan uﬁsat;sfactory dmvmg record may: requesz a
review by the agency visk manager. If demed use of a‘state véhicle, an‘appeal may be made to theiragency
head. ‘The agency head shall submit to the DOA Secretary for his or her review any agency approved request
for. waivers of the minimum standards for driving a state vehicle and a record of those drivers who receive
approval will be kepton ﬁle at ‘ibc BSRM .

VEHICLE ASSIGNMENTS

Fleet managerslcoordmators are maadated to monitor the assignment and use of ve%ncles by all agency
cmplcyees on a semi-annual basis, or more fraczuentiy, if necessary. Fleet managers/coordinators must also
keep records up-to-date upon notice of a change invehicle status. The review should specifically examine the -
 distribution of vehicles that are asszgned as work 5hared, personally asszgned, motor-pool or non-gualified .-

. personal use, Al changes of assignment for vehicles must.be done. using. the VGthlC A351gnment Transfer

(VAT) form, DOA-3102 or equivalent (Ap;aendix IH) azzd ’ac subnntteé tothe owner agency with & Copy 10 ;;;33
Bureau of Genera} Semces Director e

In addzt;en © dstanmmng asszgnment type; ﬁeet managersicoorémamrs Teview an{i enstre &a@ appropnatfz size.
of the vehicle and make a recommendation 1o their agency head for approval. Restrictions are setin‘the - _
Vehicle -Procurement Informatzon Memorandum (PIM) issued by’ the State Bureau of: Procurement, statmg 1t 15
the responsibility of every agency 1o review ‘and restrict the assignment of vehicles. The PIM is-available at--
http\www.doa.state. wi, us\dsas keyword: Procurement. The vehicle size roust be based on the number of
passengers in the vehicle and the amount of equipment or luggage being carried. Medical’ necesszty isthe ozﬂy _
other reason a Eargez ve?ncie may ’be assagned and mus% be approved by thﬁ: agency ﬂeet rzzanager

Disabled empioyees seehng a waiver f;om the nozz»avaﬂabzhty reqwamﬁnzs fer dnvmg theﬁ' own spemaliy
equipped vehicles rust be authorized by the agency’s Americans with Disabilities Act (ADA)human resources -
coordinator for a period of Gne year orless. Employees who aré permanently disabled need to-obtaina medics]
statement only once dumg their career in state service, stating that they are permanently disabled; however,
they st annually renew their reguest for a'waiver: Thesc éﬁVEI‘S Wlﬁ be reimbnrsed at the “faﬁ ratc" setin-
the Lazrent UTSA pu’okshed by OSER (Appendm ID g - : :
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WISCONSIN STATE FLEET MANAGEMENT POLICIES

Assigning an individual exclusive use of a state vehicle should be done only when there is a critical business
need. All assignments must be done using the Vehicle Assignment Transfer (VAT) form, DOA-3102 or
equivalent (Appendix IIT) and be submitted to the owner agency with a copy to the Burean of General Services
Ditector. for approval. All rules relating to personal use of the state vehicle (see Personal use section below) are”
strictlyenforced. - R - L : '

The following guidelines are used to determine personal assignments and may be made more specific to meet
the needs of the agency: '
+  Employes must need to use the ehicle 5-7 days per work week ) . L
« . Vehicle requires special equipment act installable or transportable in a personal vehicle or making a
state vehicle unsuitable for general use {e.g., law.enforcement radios, sirens, lights, etc.). _
»  Employee is not headguartered near a motor pool or where a work -sharﬁ:}d vehicle is ayail'ab_lé._
«  Employee is required to be on-call . - : : ' )

When an employee Wi_th a personal vehicle assignment is on leave or no Jonger works for the agency, the.
vehicle should be made available to other agency employees for state business travel. . -

Work shared vehicles are assigned among a group of state employees usually within a single funding ‘source or
an unrestricted funding source. Work shared vehicles may not be used for any personal travel, including
commuting. A work shared vehicle may be teken home by a driver with prior written-approval by a supervisor
if the emplovee is required to take the vehicle home for valid business needs of the agency, or a SUpErvisor
always must approve use of the vehicle by an employee. If 2 work shared vehicle is taken home more than
once a month the employee is reguired to reimburse the state for personal miles traveled (see Reimbursing
Personal Miles to the State section below): - e |

Work shared vehicles must have 2 designated coordinator who is responsible for scheduling use-of the. -
vehicle(s), maintenance and repair, maintaining the Assigned Vehicle Log, DOA-3472 or equivalent (Appendix
V), and ensuring compliance with state fleet policies. Reassigning work shared vehicles requires the fleet
manager/coordinator to file a VAT with the owner agency. Agencies should aftempt, when feasible, to reassign
personally assigned vehicles and consolidate shared vehicles into pools to minimize the need for additional .
vehicles. Al reuests for reassignments must be reviewed and authonized by the DOA Bureau of General
Services Director. - ST e : e . '

Motor pool vehicles are made available to-all employees without regard to.funding source, and are billed back .
on a daily use basis to the appropriate funding source. If the employee needs to take a pool vehicle home
overnight-or.on the weekend when the fleet office is not open for business, authorization from a SBPETvisoris .
also required. 1 a-motor poo} vehicle is taken home more than once a month the employee is required to
reimburse the state for personal miles traveled (see reimbursing personal miles to sfate, section below.

Fleet managers/coordinators managing a motor pool have added responsibilities because many drivers use the
vehicles. Each driver using a poo! vehicle must meet the minimurn standards for driving a state vehicle and

have an approved VUA on file. It is the responsibility of the fleet manzger/coordinator to ensure maintenance
and manufacturer recall repairs are complete.

Rev. June 10, 2004 , 10



WISCONSIN STATE FI.EET MANAGEMENT POLICIES o

Pool wehicles are to be reserved and issued to drivers by their agency dispaicher. A record must be made of
each pool vehicle trip with beginning and ending mileage noted, The agency dispatcher ensures that the dmve! '
is authorized to travel and has obtained a supervisor signature. A supervisor always must approve use of the -
vehicle by an cmployee If the. employee needs 1o.take a pool vehicle home overmght oron the Weckend when
the fleet office is not open for business, authorization from a supervzser is also required. Vehicle assignment
will be the smallest available vehicle based on the number of occupants and eqmpmcntfluggage to be camed

Pool vehicles are subject to an annual review based on the breakeven mileage criteria determined by the DOA
Secretary Exceptzcns 0. tha bzeakeven mileage criteria may be. granted upon fecommeﬁdamn of an agency
head and with written approval of the DOA Secretaxy The. number of vehicles. asmgz}ed to a mozor pooi may
need to increase or decrease to achieve optimum resource allocation.

If a pool vehicle is not available, and the driver obtains a non-availability slip, DOA Form AD-GS-75 or
equivalent {Appendix. V) then the employee will be reimbursed for use of their personal vehicle at the fulf-
business. mileage reimbursement. rate.as set in the current UTSA ("the full rate”) pubhshed by the OSER.. The -
- UTSA (Appendxx H} also estabhshes othez mles fos rczm‘s&rsement of an empioyee 3 rzsr:: of thalr gmsona} o
vehicle,

The n0n~avaﬂabﬂ1ty shp must be attached 1o the driver's travel expense rcpors Reqﬁests for waiver of: the non-
availability criteria must be in writing fo the DOA Secretary and must méxcata specific reasons why the waiver
should be granted. All non-availability slips must indicate the date of the request, the dates for whxch apool
vehlde was requested, and must be approved by the agency flest manager/coordinator.

A hlmted aumber of szatc VCthlES may be éeterrmned to be quahﬁed non»personal use vehlc}cs Drivers of _
these vehicles are not required to reimburse the state for personal commuting miles. The employee’s Agency
Head must identify the job classifications which are recommended to be designated as drivers of gualified non-.

Qersonal use vehicles, This. request must be in writing 1o the DOA Secretary. A qualified no_z?@ersonal vehmie_‘”.. Tk

is one, whichiis Ekely tobe used nummaliy for persenal purposes and defined as follows
‘- Police or fire vehicles: i Lo
- Vehicle is clearly identified and obvmus R e it
- A Hcense plate designating the vehicle as a police or f' ire vehlcic 18 gt sufﬁment des:gnatlon
- The employee must always beon call. -
- Employee must be required by agency to use the vehicle for commuting.”
- Emplover must prc:}}ubxt persoaal use other than commﬁtlng for navel of the ofﬁce Qr ﬁreﬁ ghter s
jurisdiction. : -
*  Unmarked law enforcement vehicles:
- Agency must officially aﬂﬁ}onze persona§ use in Wrztmg such a3 commutmg far law enforcement
purposes.
- Employing agency must be a govemmea%;al unit responmble for preven&on or mves‘zlgatzon of
crime.
- Vehicle must be used by a full-time law enforcement officer, {e . ofﬁcer aﬁﬂmnzed 0 carry
firearms, execute warrants and make arrests)

PERSONAL USE OF STATE VEHICLES

All drivers of personally assigned, work-shared, and quahﬁed non—personal use ve}ncles must comply Wlth the
following personal usepolicies.
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WISCONSIN STATE FLEET MANAGEMENT POLICTES

State VCh]ClBS shall nof: be used fer ;Jersonal purposes otbar than cammuung and may be used for commamno

only ifs
_' The agancy rcc;mres the employee to cc}nn"auze inthe vemcle for valid business needs of the agency.

Thc agency requires the employee to use the vehicle; it cannot be voluntary on the employee’s part.
* The agency prohxbﬁs thc persenal usc other than commuung aﬁd mmdentai use (see beiow) ‘while on
©official state busmess

When not bemg used by an emplcyee, the vehzcies 316 paz‘ked at the agency (. e., work shared or motor pool -
vehzcle), vehicles are ‘not to be tised for any personal purposes Wozi( sharcd and pac} ve?uclﬁs may no% be
taken home unless requzrcd by the employer fer busmess pnrpose '

POLITICAL USE OF STATE VEHICLES AND AIRCRAFT -

‘ Accardmg to W1sconsm Stamutes ss. 11.37(1) and 11.37(2), no person may use any vemc}e or aircraft owned by
o _the State for. any ti WhICh 18 cxchzswely for: the purposes of campaigning in suppozt of, orin‘opposition to,
any. candidate for "natléﬁal 'stata or Eocal c}fﬁce Eiected pubizc ofﬁcwzs tmay use a state vehicle for campaign '
purposes if, : s
The veh;cle or azrcraf‘i i3 requzred for purpeses of secuﬂty pmiactzon prcmded §3y the state and g
authonzed by the DOA Secretary, or: '_ :
*  The trip is made, in part f«:}r a pubhc purpose R

If a trip is made, in part, for a public purpose and, in part, for the purpose of campaigning, the costs of the
travel must be allocated. The official shall pay for the portion of the trip attributable to campaigning. Inno
case is the campaigning portion 0 be ailocated iess zhan 50% of the tnp cost The owner ageﬁcy ﬂeet manager
shoald bu fazmhar w;th the: current rates o

' Pubhc perce@ﬁon of state veh;cie use is: nnpor’tanz. Dﬂvars sheuid avs}.d parhnc a stafﬁe vehlcic in iocanons
that may raise question regarding appropriate use of state vehicles. DOA perrmts employees, during the course
of their work duties to make the following incidental stops: . _
+  Antomatic Teller ’\/Iac!mne (ATM) or:bank
* Mealg at a restaurant -
*  Lodging for busmess trips
'+ . (3as station.or convenience store _ - - _
* I an extended stay, employec may go to }aundromat grocery store or dry claazaers

DOA doss not-consider the following as incidental travel.or stops:
*  Bar or tavern that ﬁxcluswely serves alcohol rather than food items

* Theater e

*  Beauty salon, day spa, or barber shop
+ Healthclub-. .

*  Golf course

*  Day care, school

*  Bowling alley

*  Sporting event

«  Caging, or - ' :
*  Any other location perceived by the pubhc as a luxury, recreational or lemare in nature
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e WISCONSIN STATE FLEET MANAGEMENT POLICIES

REME RSONAL MILES TO TH .TA._. |

Rembursabla persona} miles driven on state vehzcles are detemned as follows: }
Co* o Actualmiles:driven between anemployee’s home and headguarters is {:onsidsre_d commuting miles.
Or The difference between actual miles.driven and the calculated mileage via the most direct route are
- reimbursable personal miles. This method would be used if the vehicle was tzken from headguarters to
- home and the trip-was continued from the.driver’s home .

Calculatine Reimbuorsement to the State ..

The personal use of a:state vehicle includes c:emmmuzg to and fr{;m wozk ina state vehzcle even it .the vehicle
istaken home for the convenience.of the state. Personal use is considered a fringe benefit by the Internal
Revenue Service (IRS) unless'the employee reimburses the State for the full value of the personal mileage
hased on the TRS Valuation rules. ‘The value of the fringe benefit must be incinded in the wages and is subject
to income and employment taxes: If the employee reimburses the State for the value of the benefit derived in
accordance w1th the appropnate IRS mie, then the employee TECEIVES N0 aééliional compcnsatzon

The operator of zhe veh;cle is required to keep Erack cf ail busmess mﬂes by keepmg a Eog ona dally basis
containing the followmg information as'described below. Any undocumented mileage will be consxdered
personal miles and considered compensation provided to the.employee. Unless otherwise authorized all
personal mile reimbursements must be submitted along with-the monthly mileage logs o the vehicle owner .
agency Reimbursement to the State.shall be: calcuia’;:ad using one-of the following two special Valuanon rules:
1 Veincle Commuting Ruler .-+ : :
. Apphcable oniy to.drivers and. passengers who meet all of the followmg requuements
- - Theemployee is required to commute in the vehicle for valid business reasons and the
- employee s not-to be compensated for such use..
.= :-Nopersonal use cther-than commuting or de. mimmus (mCJdentai) ;Jcrsonal use 15 perzmttf:d
- = The employee does not use ﬁ}e vdncle for ;Jersonal PUrposes O'[hﬁl‘ than commutzng and de
o *zmmmuspersenalnse EE e
- The employee is not an elected pubhc efﬁcmi '
- The employee’s pay 18 less than that of a federal govemment employee at Executive Level V
. o ($128,200 for 2004).
L ::Methoci of Calculating Reimbursement to State: ' : ' '
- Qualifying Employees must reimburse the State at the i:nghar of $§ 5{) each way of the
commute or $0.325 per mile plus appropriate tax, whicheveris greter.” '
- Exampie: John has a personally assagned vehxciﬂ whlch he dnves 2{) miles each way to hxs
headqzzarters in Madison. '
20 miles $ 325% 2 ways = $13.00 plus tax which John must reimbutse to the State.

2. Autornobile Lease Value Rule T R :
*  Elected officials and other employees who do not qualify under the commuting valve rule must -
reimburse the stafe in accordance with this rule:

- Apphcabﬁzty Thzs method apphes 1o 2ll elected officials or state emplovees whose
compensation rate isat Ieast as great as federal government emplovee at Executive Level V.
($128,2001n 2004) or to any employes whose use of the vehicle does not qualify under the
vehicle commute rule.

~* Method of Calculating Reimbursement to State: IR - a

- Determine the Annual Lease value of the vehicle. The azmual 1ease value of the vehicle as

‘shown in IRS Publication 15-B.

Rev. June 10, 2004 ' 13



WISCONSIN STATE FLEET MANAGEMENT POLICIES

- Multiply the vehicle’s annual lease value by the percentage of non-business use of the vehicle.
. Add the value of fuel, if provided by the employer, per non-business miles traveled. Value of .
fuel (if provided)s'at 5.5cents per milecs e e e '
. Exemple: The annual lease value of the vehicle is $3000. Jane put 200 non-business miles on
- the vehicle during the year, which equals 10%-of the total-miles pit-on the vehicle, The value
' of non-business miles urider the “lease value rule™is 10% of $3000, or $300. The value of
fuel for 200 non-business miles is $11.00. The total lease valueof the non-business mileage I$
$311.00.
+  Employees subject to this rule shall make monthly payments for personal miles at 32.5 cents per .
“"mile;” By January 10°of each year; the employing agency shall calculate the annual value of - -
“+" personal use as described above. -If the annual value of personal use under the Lease Value Rule is
" higher than the suri'of monthly payments made during the year, the ‘Bimnployee must-submit-the
difference to e owner agency along with a copy of the calculation-of value. -~ 0 o _
‘- Example: Jarie reimbirsed the Staté for 2000 miles at 32:5 cents.per mile during 2004, fora - -
total of $650.00.  Assuming that the annual vatue under the “lease value rule” is $710.00; Jane

- must submit $60.00 ($710.00 minus $650.00) to the State.

If an employee utilizes a state vehicle for personaluse, including commuting, and the personal use of the -
vehicle is not reimburséd to the State; the value of any non-reimbursed personal use is considered 2 taxable
fringe benefit. ‘This rile does riot apply to 2 Qualified Non-Personial Use:State Vehicle:as long as the employee
is complying with the assignment requirements. Under strictly limited circumstances there may be exceptions fo
this rule, For examplé, an agency requires that the motor pool vehicle be returned at the end-of the business
day, but the empldyee is delayed and the motor pookis closed when the employee arrives back at the office.
The employee takes the vehicle home and returns it the next morming:  Assuming that this ig-an infrequent
occurrence for that employee, that is, generally happens no more than once a month the employee would not be

required fo reimburse the state for these miles-If employee frequently experiences circumstances of this nature,

' the employee must reimburse the State for the.commuting miles. ©. -

RECORDKEEPING AND REVIEWS |

Rigorous record keeping and substantiation are required by the employee or_._?{'g’e_nc’y’_'_ﬂ_éét manager/coordinator
and failure to report will result in a seizure of the vehicle. The State Controller’s Office in collaboration with
DOA-Division of State Agency Services will conduct an annual review of personal use.

All agencies that own or lease vehicles are responsible for anmually reviewing vehicles operating within their
agency and submitting a complete report to the DOA Secretary. In addition, 5. 16.04, Wisconsin Statutes,
mandates that each fleet manager shall review the use of state vehicles within their agency at least semi-
annually to determine whether usage criteria are being met. Reports must include a detailed description of the
utilization of each vehicle and justification of need.. . . o D

Failure to submit the annual review justifications may re_siéit ma delay m the p;iréﬁ@ﬁélof .ntj;ix}:ivehicles until 2
review of the usage of all state vehicles is complete and all agencies have responded to DOA’s request. Non-
reporting agencies.may-also be subject to Joss of vehicles as defermined by the DOA Secretary.

Personally assigned and work shared assignments must be evaluated annually for the following: .
« . Utilization based on 16,000 miles of annual use or criteria annually established by the DOA Secretary.
- DOA Secretary may grant special exceptions to the mileage criteria only after recommendation by
the agency head. ' o
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- Agencies will have 30 days to submit written fustification on why vehicles that do not meset the
- cntenia of the DOA Secretary should be assigned to the agency.

* Overall availability of vehicles in the fleet.

. .Requ;rements such as.those for fedmai grants or a,ollectwe bargaining agrecmems

*  Determination of whether the priority of the assignment is in line with agency priorities and overall
travel demand.

*  Changesinthe scope of work, which may reqmre a change in the vehicle type, needed o accomphsh
the work objectives.

*...Continued need for special purpose vehlcies _

. Rembursement to the State for persenal use of personaily ass1gned Vﬁhl{:lﬁs

Fleet managers, in cdn}unctiorz- with the agency’s 'armuai veh'icle report,' will evaluate which vehicles are
eligible for replacement. Eligibility for replacement is set out in a Procurement Information Memorandum
(PIM) issued by.the State Bureau.of Procurement. Fleet managers/coordinators. should follow the procedures of
the owner agency in rcquesnng replacements Vehlcle replacement OCCUIS ONce per year Mzd-year requests '
may be made oxﬁy in an emergency and, if approved, must be from exxstmg stcack or i:ay recalhng anc o
undczutﬁzzed vehmie The purchases of aﬁw vehlcles may only occur based on the approvai of é}e Govemor

Rec;uests for addmonaE vehmlcs shouid foﬂow {he same procadure as requeshng a repiacemant and must
include a thorough analysis of mte,mai vehicle reallocatzon, includin g any legislation or budget 1nformanon that -
would authorize additional staffing or duties. Fomls and additional mstrucﬁons can ’oc found on the SBOP
Web Site: www.doa.state. wi. usfdsas/ Kayword Procurement '

VEHICLE MAINTENANCE POLICIES.

Fleet: managers will: develop and maintaina preventaﬁve mamtenazzca program and procedures fcur unscheduieci
maintenance for the state vehicles they own.. Fiéet coordinators-will follow. established policies and programs
: anr.i manage mmntcnance Szzpemsors wﬂ} ensure: camphance by dnvers for _;’_n’{enance relateci issues,

' State ve}ncies must be semceé ami malﬁtamed accordzng to factory reccmmendanons and the owner agenc:y
fleet manager must produce a- maintenance schedule. Agency fleet managersfcoordinators are responsible for
scheduling service and maintenance on pool vehicles. Drivers are responsible for service and maintenance of
personally assigned vehicles and agency fleet managers/coordinators for work shared vehicles. Mileage

' accum&lazed dunng i:hls endeavor shali be: consn:%ered busmess mﬁeagc An auﬂaonzed dealer shaﬂ do Waﬂ'a,nty
work. L e ; . . .

When a driver/fleet coordinator has been notified of a recall, it is their responsibility to have the vehicle
serviced in a timely manner. Failure to perform maintenance may result in a loss of the vehicle, or in the event
of damage 1o the vehicle the agency/driver may be subject to payment for vehicle repair. When notified by the
fleet manag@rfcoozdmator of a driver’s failure to comply with required maintenance or z‘ecall ‘procedures, it 1s
the responsibility of the driver’s supervisor o immediately contact the driver and enstre comphagce '

Generally, mamtsnam:e is authorized through @ managed maintenance contractor, a State service facility or
purchase order. Ox;ly inan ema:gency situation may vehicle 1 nmntenaz}se be secured wzth 2 personal cz'cdat
card or cash. If maintenance is paid through purchase ordez, vendors must come from the State Bureau of
Procurement (SBOP) Statewide Buﬁetm for Vehicle Mamtenance Service. Tf caéh is used. an otiginal wce;pt
must be submitted to the agency supervisor with a travel voucher to secure a reimburseément approval. Fleet
managers/coordinators are advised to consult with the SBOP (608/266-2605) for the appropriate procedures to
follow. State Purchasing Cards (P-Cards) are not to be used for vehicle expenses.
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Vehicle maintenance and repairs for automobiles and light wucks must be secured through purchase order if a
managed maintenance contractor is not used, All receipts for service outside of a managed maintenance
contractor should be signed and retained by the driver, who is then responsible for turning in those receipts
ﬁithe?:.. S P - oo - S . o . -

»  at the end of their pool reservation, or

« "t the end of each month with their 2ssigned vehicle log forms and mileage Envélo_ﬁes." '

The appropriate fleet manager/coordingtor/supervisor is to review the maintenance tickets and reports. Drivers
who have turned in questionable or unnecessary maintenance expenses must be contacted for further
investigation and possible reimbursement to the vehicle’s.owner agency. Failure to reimburse may result in the
loss of driver privileges. o . o

The driver should also beawareﬂla%:theze are cost limits related to vehicle services and an agency flect |
“ rmanager must approve purchases above the limits. For example, vehicle wash rates for personally assigned and

work shared state vehicles are caloulated on 2 yearly basis and drivers seeking vehicle washes excoeding the
maximum allowable cost must receive approval from their fleet manager, Drivers will be billed for any amount

in excess of set rate. Wash frequency s also limited to once a week, if needed, November through March
(winter months) and limited to two times per month April through October. Washes and other veliicle services
will be reviewed. Drivers with excessive wash frequency will be notified and limited. Detailing of'a vehicle -

must be done 2t the leasing agency’s expense and with agency a_pproy_zﬁ_.:_"?yp;qg_lly,_ detailing occirs if the -
vehicle has been used to haul dirty or odorous materials or has been used off-road. R N

Receipts for vehicle maintenance do not need to be turned in by the driver if they are Using the state contracts
for managed maintenance seivices: All ‘meintenance #nd repairs must be tracked for each vehicle in:the fleet
This is done electronically through'a maintenance contractor or through retention of hard copies of bills and - -
* work orders, Tf & managed maintenance contractor is used, they will track all.costs through their yendor - . ‘.
network and reports them on a monthly basis to the owner agency flect manager. - If a managed maintenance
contractor is niot ised then copies of receipts and/or work orders must be retained and forwarded at the end of
their pool reservation, or at the end of each month with their assigned vehicle log forms and mileage envelopes.

Fleet mandgersicoordinators/supervisors are responsible for ensuring vehicles are being maintained and should -
confifm their drivers understand the importance of the maintenance function and accept their responsibility.in .
helping to maintain the vehicles that they drive. All drivers should be educated to increase their awareness of
the vehicle’s daily performance. '

VEHICLE EI\_&ERGENCY AND ACCIDENT POLICIES .

All drivers of state vehicles must know how 1o handle unscheduled emergency repairs. Instractions should be
in the information/incident kit found in the state vehicle. If not available, contact vehicle’s owner agency 10
obtain copies. T ' ' o R ' -
Drivers are responsible for irmediately reporting fo the agency fleet manager and to the appropriate agency

risk manager 211 accidents or any damage to state vehicles. Forms are provided for this purpose in the vehicle

incident kit. Reports must also be made to local law enforcement personnel. . If all paperwork is not submitied -
in 2 timely mannez, the claim may be denied and the agency is responsible for the cost of repairs.
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RIVER PROCED

The driver should consalt mth thcuf agency fleet manager to confirm appropnaﬁs acczéent reporting procedure
for their agency.

Each state vehicle has an accident kit in the glove compartment advising employees of the procedures to he
taken in the event of an accident. The information in the accident kit needs to be followed completely.
According to the instructions in the kit, the driver of the state vehicle must follow these procedures after an
auto accident involving a state vehicle:
1) Call the police to have an accident report completed. Driver is required to seek a police report forall
* vandalism or hit-and-runs that exceed $200, and accidents resulnng in injuries, vehicle damage over
$1,000, and/or property damage over $200, _
.2} Report the accident immediately o appropriate su;:ems{)r agency fleet managericoordmator and risk
management staff. If outside of normal business hours, leave a voice mail or send an e-mail to the
“rowner ‘agency fleet manager or BSRM with the:following details: name, phone number, and.a bl’iftf
' description of zhe }oss If an: accident znvolves bocilly mjury or death, the BSRM shoulci be contacted '
o immediately. R _
3y -Fill-out the Vehzc’ie Amldent/kmzdznt Repon Ferm, DOA 6496 or equwalent (Appcndix VI)
completely including a superviser signature and scope box checked and return to thc agency.risk
manager or fleet coordinator within two (2) workmg days. _ .
4) Obtain and submit a copy of the police report to the agency risk manager
-5) If'the-bodily injury to:a non-state employee is mvolved, the claim will be assigned by BSRM to a third
- party adjuster for-further investigation. :

AGENCY RISK MANAGER OR REPAIR COORDINATOR

The ag,cncy nsk maaager or repair coordma‘ior is z‘esponsﬂﬂe for submitting the following mforma‘aon 1o the
: owner agency, whzch hantiles the propﬁrf;y claim and submits it to BSRM for payment if over $500

_* - Police report or DOT Driver Report of Acmdent Form, M\MOGE (Append&x VH) T

_* " Vehicle Accident/Incident Report Form
* Photographs of damage Gf photos were tzken) : . :
*  Two written estimates: If vehicle is totaled, documentation should also be subzmtteé which supports

the actual cash value of the vehicle. o _
o ._‘Eor__prope_riy claims, one signed Proof of Loss Form, DOA-6413 or equivalenit (Appendix VIID

REPAIR/ACCIDENT COORDINATOR PROCEDI JRE _
In the event of an acmdent, the repairfaccident coordinator, responsible for the follow up and approvai of
repairs of the agency owned state vehicle, must adhere'to the following steps: - _
1. Check to see that a police report is completed on vehicle damage over $1,000, property damage over -
$200, injuries, or hit and run damage/vandalism over 5200
2. Contact driver with an‘instraction shest” '
3. Inform driver to complete Accident/Incident Form, DOA~64% or eqmvalcnt {Appendix V} and refurn
it within 48 hours of the accident. Copy sent to owner-agency and also to BSRM ifit is an mpury case.
4. Inform driver to get 2 csnmates Repalr Coordmat(}r or managed mamienance contractor can assist in
- recommending vendors. : :
5. Request/receive police report from Police Department for all cases.
6. Forward estimate to owner agency.
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7 Review estimates Receive authorization 0 proceed with repairs

2. Follow up with a call/email to driver requesting more information, if needed.

9. - Follow up with a call/email to driver and supervisor if problems anse. . . o

10. Follow up with driver and supervisor every 1010 15 days on status of the repairs.

11. Compare invoice 10 estimate final invoice from repair shop.

12, Compares invoice 10 estimates and approve invoice, submit finel packet to agency risk manager who

willsendtothe BSRM.. ...« -0

DRIVER-_GLAM&RECQVERY-OE LOSSES. et T L et
Injured state’employess may use their own‘health insurance, worker's compensation, or litigation on their own
to recover damages ag_ainst negligent third parties in a case withan injury. R

uto Cliim Reporting = Property -~~~ a0 e R
 Auto property claims over the $500 deductible are to ‘be firialized and filed with BSRM within 90 days from the
date of Joss. Claims submitted beyond 90 days rnay not be honored. Auto property claims of over $10,000
-should be immediately reported to the agency risk manager and/or BSRM for to determine if assignment 10 the
State’s third party adjuster is necessary.” If outside of normal business howrs, Jeave a voice mhail'orsend an e-
mail to BSRM, or'the agency risk manager or fleet tianager with the following details: name, phone nurber,
and a brief description of the loss. e T e e T e W

For claims that will not be finalized under $10,000 within 90 days from date of loss, an agenc? should instead
submit to BSRM a written statement putting BSRM on notice of the claim with an explanation as to why the
claim is not finalized.

State auto property coverage pays the lower of either the cost to xepair or .__the_ ;_ac;tﬁal cash Vahiﬁ of the veh:cic s
of the date of loss, less the applicable deductible. Both repairs and purchases should be supported with two (2)

estimates, and any sales tax must be deducted, Betterment or upgrades are not covered, and these costs should

be deducted from the claim. Actual cash value (ACV) is determined by the trade-in value listed in the National
Automobile Dealers Association (NADA) Official Car Guide or comparable source, adjusted for mileage minus

Auto Hability claims should be concluded and submitted by 2n agency to BSRM within 120 days from the date
of loss, &s provided by s. 893.82, Wisconsin Statute. Prompt settlement will also result in less cost and greater
satisfaction for the claimant. Any accident resulting in bodily injury to a third party should be reported
immediately 1o the agency risk manager and/or BSRM for assignment to the third party adjuster. If outside of
normal business hours, leave a voice mail or send an e-mail to BSRM withthe following dﬁt&iisi name, phpnc__ _

number, and a brief description of the less... .

The third party adjuster is responsible for performing the investigation and handling all contacts with the
claimant; attorney and/or insurance company. The adjuster will ‘make a recommendation to the BSRM and
request authorization for a proposed seiflerent range, if appropriate. - . : -

State Jizbility coverage peys the lower of two (2) estimates. The vehicle is considered totaled if the lower
estimate exceeds the retail value listed in the NADA Official Car Guide or comparable source, adjusted for
mileage and saivage value. L L
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WISCONSIN STATE FLEET MANAGEMENT POLICIES

if the third party driver requires a rental vehicle during the time that his or her vehicle is being repaired, the:
state will pay the daily base rate for an economy (compact) vehicle pius sales tax, The clamnant will not be
reimmbursed for the purchase of any insurance, damage waiver, fuel charges or additional mileage charges that
. they incur. '

Recove OSSES

Each agency will be expected 1o attempt to collect, in accordance with accepted insurance zndustz’y pracuces
from those individuals or firms that cause damage to state vehicles.' The first dollars recovered by the agency -
shall be zlsed 10 satzsfy the ‘deductible.-Any recovered amount that exceeds the deductible shall be used by the ..
agency 1o reduce the claim to'the BSRM. The rcmmnmg baianca shoziid then be submitted to Ihe BSRM for -
processing. o

In an effort to reduce or eliminate late reporting of auto losses to the BSRM, agencies are encouraged to submit
covered auto losses to the BSRM before undergoing 2 long subrogation process. The BSRMorits . -
representative may assume the agency's right of recovery when an agency files a claim. In these sﬁuanons ail
losses wzll be subject 0 the apphcable deducnble : et

Dﬁver sh(}uid be élracted to the vehicle owner agency for additional mformaﬁcn

VEHICLE FUEL POLICIES AND FUEL CARD USES B
(See also Fieet/Fuel Card Policies and Procedures. Manual)

Stata-owned gasolme dlspensers sheuid bc used whcnevcr pC}SSiblﬁ Agency fleet managers/coordma‘{ors must
prOVldﬁ dzrcctions to these locations. and, instructions for the ise of these dispensers to their assigned drivers.
Public self-service, regular unleaded dispensers should be used if state dispensers are not available. THe most
cosw:ffecuve vendor must aiso be use{i The dniver of the vehicle must be trained how to use the fleet fuel
2 sclf-semce dlspense Usa of 2 Dmvar ID (PEN) a.nd 3ccurate}y

Fuel z:ards may not bﬁ nseci for the purchase of ncn—vehicle items siich ds fooci Tfan attendant error decurs and
aon»ve}n{:la items are charged to the fuel card, it is'the zcsponmbxhzy of the drivér to notify and reimburse the -
owner agency. Fleet managers W:Ei review fuel card charges a.nd identifying non—qnahﬁed purchases Pallﬁre '
to reimburse may result in the loss of driving privileges. e e

The ap;aroprzate owner aéem:y ﬁeat mnager/coordmazor is tc rewew ‘the non-fuel receipts against-the fuel card
exceptions report for the same period (see report rcqumemcnts below). Drivers' who hive not réimbursed the
state for nnallowable costs identified on any receipts must be contacted for the required relmbursemeﬁt Paﬁure
to reimburse may result in the loss of driving privileges. : SEEE

The dnver should aEso be aware that there are cost izmzts zslated to vehicle services and an agency-fleet
manager must a@prove garchases above the hﬁu‘{s Rates are published ammally For example; vehicle wash
rates for personally assigned and work shared ‘state vehicles are calculated on a veatly basis andl-drivers seeking
vehicle washes exceeding the maximum allowable cost must receive approval from their fleet manager.

Drivers will be billed for any amount in excess of set rate. Wash frequency is also limited to oncé a-week, if
needed, November through March (winter months) and limited o two times per-month April through October.
Washes and other vehicle services will be reviewed.: Drivers with excessive wash ﬁequf:ncy will be notified .
and limited. Detailing of a vehicle must be done at the leasing agency’s expense and with agency approval
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WISCONSIN STATE FLEET MANAGEMENT POLICIES

Typical ée_taili;ﬁg"éct;ﬁfs if the vehicle has been used to hauj dirty or odorous materials or has been used off-
road. o e e . ; R o

VEHICLE MILEAGE POLICIES
MILEAGEREPORTS . . |

Employess using personally assign work-shared and gualified non-personal use vehicles for state business
must keep track of business milesona daily basis with the Assigned Vehicle Log form, DOA-34720r
equivalent, (Appendix 1V) and Mileage Report (envelope), DOA-3223 or equivalent, (Appendix IX). The '
mileage log and report should contain following information: ' o

*  Date

« "Mileage: S

« StatingLocation

* Business Purpose

« . Personal Use Mileage '

« . Passengers - .

On a monthly basis the driver or work share coordinator is required to subrmit two documents, the Assigned
Vehicle Log and the Mileage Report. Vehicle logs must be submitted to'and maintained by the fleet ©+
coordinator. The Vehicle logs must remain at the employing agency: -At the end of every month, the driver
responsible-for the vehicle is to return completed up to date reperts 1o the owner agency. The mileage report
indicates the beginning and ending odometer readings for the vehicle along with any personal mileage and must
include reimbursement for any personal miles. A supervisor signature is required on all Mileage Reports. -

Agency heads are ulimately responsible for ensuring that personal mileage reimbursements are properly made

. however, supervisors have the first-line duty and are directly responisible for ensuring that all personal mileage .

- reimbursements are made by drivers under their supervision. Personal nilleage reimbursements should be
mailed to the owner agency using the monthly Mileage Repart. Each agency’s fleet managet/coordinator is
responsible for reviewing mileage records. Agency Fleet Coordinators are to assist supervisors to ensure that
drivers are recording personal mileage use and are making proper reimbursements for personal mileage in
asntopd velidles, SE LSC anc 418 T B

Mileage reports must be kept up-to-date and maintained by the employing agency. Failure to submit reports
and maintain logs in a fimely manner may result in a loss of vehicle privileges. Reported personal/commute
miles are considered a reimbursable travel ar_z_d.reimbﬁfsement_s must be made in’ accordance with the guidelines
previously identified. ' '

Fleet coordinators/supervisors are responsible for ensuring that mileage information is properly recorded and
filed on work shared and personally assigned state vehicles, as well as maintain the Assigned Vehicles Togs.

Vehicle reassignment may occur if monthly mileage reports are late or missing 3 times in a 12-month period.

FLEETRELATEDRECORDRETENTION . e

In general, fleet managers/coordinators should foflow the General Schedule for Motor Vehicle Management
Records (Appendix X) retention procedures required by their agency in ferms of the records identified in these
fleet policies and procedires. The following retention times are required:- : o

fFleet Record Name | Length of Retention Period J
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Policy and Administration Subject Files

Current Fiscal vear + 4 Prior Years

{ Motor Vehicle Related Project Files: research,
grants, trends in vehicle resale

Current Fiscal year + 4 Prior Years

Motor-Vehicle Cemspondence corrsspondence
noticovered under other sections -

| Credtion Date+ 1 Prior Year

Maotor Vehicle Acquisition Case Files; 1ecords
relating fo the purchase of vehicles by the State

| Current Fiscal year + 4 Prior Years |

Motor Vehicle Sales and Surplus: records related
to the transfer, sale, donation, salvage or exchange
of vehicles,

Current Fiscal vear + 4 Prior Years

Vehicle Titles

Creation Date 4 5 Prior Years

‘Motor Vehicle Maintenance Records: service and .
tepairs orders for motor vehicles

| Creation Date + 5 Prior Years

‘Supplies and Parts Inventories: running mveniones-

-of vehicle related supphe:s and stocks of .
ex;nendab&e materials. :

‘Curtent Fiscal year + 4 Prior Years |

‘Supplies and Parts D1sbazscment Records:
disbursement of vehicle related suppkcs and stocks
of expendable materials.

Current Fiscal vear + 4 Prior Years |

Motor Vehicle Control, Assignment and Use
Records: includes VUA, pool vehicle requisition
forms, and non availability ships

Date of driver separation from state
service or recession of suthority to
drive a state vehicle + 1 Prior Year

Motor Vehicle Cost Accounting Records: includes
mileage records

Current Fiscal year + 4 Prior. Years .

Vehicle Accident/Incident Reports

- Accident Tepors ;
Vehicle Use Agreernems
Vehicle Assignment Transfers
Travel Logs

Case closed date + 1 prior.yesr

- Hard copy filesare rcquu'cd for the followmg typss of documems

Non-electronic receipts for fuel, maintenance and repairs

LEASE AND RENTAL RATES

Agencies owning vehicles must annually publish their daily rental and lease rates effective on or about Tuly.
Each Fleet Manager who maintains a pool must establish criteria and charges for late returns and no»shows for
vehicles and publish that schedule. :

CITIZEN DRIVER COMPLAINTS

T# a call is received from a citizen regarding the driver of a state vehicle, gather as much information as possible
about the incident including: date, time, location, license plate; vehicle ID, descnpzlon of driver (e.g., gender),
make, model, color of the vehicle and a detailed descrxpmon of th{-; mczdezz‘{ Obtmn ihe caller § name and
pheac number, if they are wﬂlmg fo give it

If the vehiclé is not in your fleet, determine the owner agency and forward the’ znf{:amauon 1o ﬁze fleet

contact or to DOA Division of State Agency Services to determine its disposition.

*  If the vehicle is in your fleet or a complaint is forwarded to you, forward the complaint to the fleet
manager/coordinator.
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WiSCONSIN STATE FLEET MANAGEMENTPOLICIES

The agency fleet managcz/ccoréinator should reco;d the compiamt in deiaﬂ ané c:csrmnamcate Wlth the dﬂV&E‘ g
supervisor. For work shared vehicles, the. fleet ma;zager/ceordmatar may need to-contact the Supervisorto.
determine the identity of the driver, The supérvisor may be asked to fully” responé to'the complmt, which may
include replying directly o the cmzan, but only at the citizen® g request. While these are not moving violaions
in the manner reviewed for minimum driving standards they can become the ba513 for suspsndmg dnvmg
privileges if there arg m’ﬂl’ﬁple complamts ieggad

OTHER REPORTING REQUIREME&TS
H FETANYWHERE DATABASE REPORTS

All agencies are requlrsd t0 report their vehicle mformaﬁon in the FieetAnywhem database.: Fleet managers
must maintain detailed records-on fleet equipment,. fleet and fleet user attributes. Use of the FleetAnywhere
. database 10 ‘maintain” this information i¢ mandatory. As ﬁnpiamentanon of FleetAnywhere continues, further
. data raquuements wﬂl be' 3dennﬁed however, at a mzmmum the followmg mformatz{m must be ebtam@d and
mamtamcdforallstatevehmles Sl : S LRI e

- Equipment B
- Make
+ Model -
* Year
«  Color
. Llcense Piaie Number '
«  Fuel Types -

*+  Trapsmission TYpe B AT e
= Enpine Size and Cylinders
~+ o Date'of Vehicle Dlsposmon; LRy
e '-'PizrchasePnce RECER R R
+  Vehicle Modifications
«  Maiptenance Schedule

. Pﬂrchase Date
On~Gcmg Data antenance
. Fuel use '

* ° Repair history - -
= .. ~Assignment history-
»  Mileage history
»  Assignment status
+  Depreciation
it Rccall DlSpOSitiOZl B

?UBLEC RECORDS PEOUESTS ANIB S?ECIAL REPGRTS

As necessary, ﬁset manaoersfcocrdmators wﬁl respond to reqzmsts for infor mmation or spf:czai teports from the
DOA Secretary-orthe Leglslamre. Fleet Managers and Coordmators will ;QI’OVldﬁ a umely rcspcnse to aEl such

requests
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WISCONSIN STATE FLEET MANAGEMENT POLICIES

PLAIN PLATE REQUIREMENTS

All state vehicles are required to have red state owned license plates. Plain plates are restricted to undercover
law enforcement vehicles. Any deviation from this policy requires written request from the &gency head and’™"
anthorization from the DOA Bmeau of General Semces Dzreczor . :

REQUIRED TRAENING

Once every two years fleet managers/coordinators will be requzred to at%cnd Fleet Management Tra:zmng held
by DOA Division of State Agency Services. This ualmzzg wﬂi revn’-:w for ﬂeet mnager!coordmators cmrent
Fleet Management Policies and dﬂw:r fesponﬁbzhtles :
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APPENDICES R
L ‘D{)A»3103 Vehlcle Use Agreement (VUA} Form -

11 Office of State Employment Relations (OSER), Uniform Travel Scheduie Amoums (UTSA)

1. DOA-3102, Vehicle Assignment Transfer (VAT) Form
V. . .DOA-3472, Assigned Vehicle Log Form
V. .DOA-AD-GS-75, Non-Availability Slip . .~
VI, DOA-64%6, Vehicle Accident/Incident Report Form o
VIL  MV4002, Department of Transportation, Driver Report of Acmdent Fom
VNI DOA-6413, Proof of Loss Form
1X. DOA-3223, Mileage Report (Envelope)
X General Schedule for Motor Vehicle Management Records
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. - DOA-3103 {RO1/2001)

?Wisconéin Department of Administration I Central Fleet
B PO Box 7880

16.04, Wis. Stats, 201 5. Dickinson Street
_ Madison, W| 53707-7880
Voice (608} 286-8757
Fax (808} 267-6935
doaflestcars@doa state.wi.us
hitn:/fwww.doa state wi.usFieet
Vehicle Use Agreement _
|1 original
D Annual Submission
[:I Update or Changed Information
Driver's Full Name (include middle initial) Briver's License No. State (if not Wi)
Driver's Bate of Birth {mmy/dd/coyy)
Driver's Work Mailing Address (PO box, floor, room, etc.) Driver's Work Street Address
. Driver's Work City, State, ZIP + 4 _ - County in which Driver Works
: -Agency or Department or "UW System” (no abbreviations or initials) Division ar Campus {no abbreviations or initials)
| Driver's Email Addréss (provédé sapeh}iser's email address Driver's .Work Phone *
: i driver has no email access} ( )
' Driver's Work Fax
{ )

instructions:

All state employees driving a state-owned vehicle must complete this form or an equivalent agency form.

. - ‘Employees who choose not to sign this agreement may use their personal vehicle for state business, if authorized by their |
.“egency. Mileage reimbursement will be at a rate established annually by the Department of Administration.- IR

Completed forms are to be returned to the employee's immediate supervisor, then signed and promptly forwarded to Central
Fleet at the address above.

If any information provided on this form should change, it is the employee's responsibility to complete a new form and retumn

 itto their immediate supervisor to be signed and promptly forwarded to Central Fleet at the address above.

Employee Agreement:

I acknowledge that | have received and/or read a copy of the statewide Fleet Policies and Procedures {(DOA-3068P) and |
understand the contents.

As a condition of my driving a state-owned vehicle, | agree to a check of my driving record on an annual basis.

I further agree to inform my supervisor whenever any negative change in the status of my driving record may occur, such as
license revocation, restriction, or suspension. | understand that any negative change in the status of my driving record or the
failure to report such change may result in the revocation of the privilege of driving a state-owned vehicle.

Driver's Signature Date {mmidd/coyy)

Supervisor's Signature Date (mm/dd/coyy)

Supervisor's Name (please print or type) email address




SECTION F - UNIFORM TRAVE]L SCHEDULE AMOUNTS

1.60 Definitions

1.01 Airline Receipt

1.02 Employee

1.03 Headquarters

1.04 Headquarters City

1.05 Lowest Appropriate Airfare
1.06 Non-Airline Receipt

1.07 Traveler

1.08 Travel Status

1.09 Volunteer

2.00 Authority for Travel

2.01 Authorization
2.02 Appropriateness

3.00 Mode of Transportation

3.01 Air Travel
3.02 Travel By Train
3.03 Travel By Bus
3.04 Taxis and Airline Shuttles
~ 3.05_Vehicle Transportation
13, 06 Specxai Mode Transportatxon

4.60 Meal Expenses

4.01 Meal Claims

4.02 Maximum Meal Amounts

4.03 Meal Receipts

4.04 Timeframes for Meal Reimbursement

4.05 Alcoholic Beverages :

4.06 Bottled Water Reimbursement for International Travel

500 Hotel and Motel Experses

5.01 Lodging Claims

5.02 Maximum Lodging Rates

5.03 Exceeding the Maximum Lodging Rate
5.04 Checkout Times and Extended Stays
5.05 Lodging Receipt Requirement

5.06 Non-licensed Facilities

5.07 Government Discounts

5.08 Negotiated Rates
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Section F ~TOC
6.00 Mecting Facilities

6.01 State-Sponsored Meetings, Training and Conferences
6.02 Exceptions

700 Other Allowable Travel Expenses

7.01 Laundry, Cleaning and Pressing Charges
7.02 Telephone/Fax/Internet Connectivity
7.03 Hotel Gratuities and Porterage

7.04 Registration Fees

7.05 ATM Service Fees

7.06 Passports and Visas

8.00 Expeﬁ-s_é's_in an Employee's Headquarters City

9,00 Traveling With Spouse or Other “Non-Employee” Individuals.

10.00 Reimbursement for Moving Expenses

10.01 Authority

10.02 Minimum Distance
10.03 Maximum Amount
10.04 International Moves

/11,00 ‘Applicant Interview Expenses

12.00 Temporary Lodging Allowance

13.00 Food and Lodging Allowance for Legislators

14.60 Misce'ilé:;eous

14.01 Weekend Expenses

14.02 Expenses for Volunteers

14.03 Expenses for Reasonable Accommodations

14.04 Payment for Unauthorized Travel Prohibited

14,05 Primary References to Department of Administration’s (DOA) Statutory
Responsibility Relative to Audit of Travel Claims R

14.06 Penalty for Filing Fraudulent Travel Claim

14.07 Advancement of Travel Expenses

INTRODUCTION

In accordance with s. 20.916(8), Wis. Stats., the DER Secretary, with .thc___approjral of the Joint
Committee on Employment Relations {(JCOER), establishes the uniform travel schedule amounts
(UTSAs). These amounts include automobile, motoreycle, and personal airplane mileage
reimbursement rates; porterage tips; moving expenses; temporary lodging allowances; and meal and
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Section F - 7.02

lodging rates. The approved travel schedule amounts are mcorporated into the compensatzon plan
under s..230. 12(1) Wis. Stats., and apply to all employees whose compensation Is established under
ss. 20.923 or 230,12, Wis. Stats., (i.c., all nonre:prﬁ:sen‘ted classified and unclassified civil service
employees, including Iagisiators 3udges and board members) The provisions of this Section
(Section F) become effective on the first day of the month following approval by the Joint Committee
on Employment Relations.(JCOER), but no.sooner than the effective date of this Plan, and remain in
effect until the first day of the month following modification by JCOER. Departrent of ~
Administration (DOA) has responsibility to ensure that travel claims are audited for compliance with
the provisions of these travel schedule. amounts, Under s. 16, 53(12)(0) WIS Stats,, DOA may not
approve for:payment any travei vouchers wh;ch exceed the maxjmum traveI schedule amounts
established under s. 20. 916(8) Wis. Stats except in unusual ‘circumstances when accompamed bya
receipt and full cxplanatzon of the reasonableness of such’ expense and approved by ‘the appointing
authority or des:gne:e

Provisions in Iaber agreements for represenied emp!oyees that appiy to travei and iodgmg expenses
: supersede the anaiogous provzsxons under these trave] schedule amounts. . .

Employees in iravei status are expected to exerclse good Judgment when :ncurrmg travel costs. An
employee shall be reimbursed for reasonable and ‘necessary travel expenses actualiy incurred in the
performance of oﬁ'lmal duties in accordance with the travel schedule amounts and provisions herein.

Empioyces are &ncom‘aged to pian aH travel wrth the pr1nc1ples of ﬁscal austerlty and energy
conservation in mind and to make maximum.use of telephone facsimile machmes, postal service, e-
mail, teleconferencmg, Web-Casts and othﬂr techmcal apphcat:ons as a way to mzmmzzc the need to

These: umferm travei schedule amounts apply to travel wzthm the Umted States Expenses incurred
for approved travel outside this area will be. suhject to-the schedule. amounts ‘where a}}propnate

" (e.g., air transportation to be the lowest appropriate a;rfare) ‘but handled on a case-by—case basis
when travel-related costs vary from country to country. For such out-of-country travel, the federal
Qutside the Continental United States (OCONUS) Per Diem rates shall be used. Reimbursement for
out-of-country travel shall be based on actual, reasonable and NECessary expenses. incurred with the
per diem rates used to determine the maximum allowable reimbursement for both meals and Jodging.
These rates do not mclude incidental expenses such as laundry and taxis.

1.60 Defin;tmns

1 81 Axr[me Receipt An axrhne recc;pt is the Drlgmal “Passenger Recelpt plus any
applicable original travel agency invoice/itinerary ev1dencmg service fee amounts.
If these are not available, a reasonable copy or computer print-out (such as an
Internet/e-mail confirmation) along with proof of payment, such as a credit card
statement or cancelled check, will be acceptable. Credit card charge staternents
and/or slips alone are not acceptable as documentatxon because these Iack sufﬁclem
detail.
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1,02 Employee: Any classified or unclassified officer, or employee of the state, -

""" including any legislator, judge, board member, permanent, project, or limited ferm
-employee, etc., who is entitled to actual, reasonable and necessary expenses. See

s 1653(12)(@)2 and 20.916() (@)1, Wis. Stats.

2.00

107 Travel

" 1.03 Headquarters: The physical location of the employee’s established work site.

11}4 Heaéz;uarters(:ity “The area within the city, town of village limits wherean

... employee's permanent work site is located and the area within a radius of 15 miles:

. (based on odometer mileage) from the employee's permarient work site. The

_ appointing authority or designee shall determine the employee's permanent work site -
L ihe best interest of the state. See's. 20.916(9)(a)2., Wis: Stats. - 1
1.05 Lowest Appropriate Airfare: Coach fare which provides for not more than a two
" hour window from the traveler's preferred departute of afrival time, may require-one
- ‘plane transfer without regard to carrier, aircraft; and connecting airport and departs -
* from the airport nearest to the employee’s headquarters location or, at the discretion

" of the employee, from an airport offering a fare which is more cost effective,” -
- _ip__(':l-ixc_l_iiﬁ"g'}'}éf_kitjg;_’z_niiggg’ﬁ,'__.and/ox_' additional overriight stays. S

1.06 Non-Airline Receipt: A non-airline receipt is the original statement document from
~ the supplier, preferably one thai_‘f{;i'eéﬂy'"evideﬁbeé’the form of payment, date of
purchase, name of supplier, and type of purchase. In the case of lodging, detailed -

itemization of the expenses is required. If the original receipt is notavailable, a
reasonable copy of the Teceipt or a computer print-out (such as an Internet/e-mail -
~ confirmation) along with proof of payment, such as credit card statement or
- cancelled check, will be accepted. In the case of lodging, the copy must provide a -

" detailed itemization of expenses. Credit card charge statements and/or slips alone .

"~ are not acceptable as documentation because these lack sufficient detail. .70 o

er: Any person who incurs travel expenses on official state-business
titled fo authorized reimbursement for those expenses. - -

.andi

1.08 Travel Status: When an employee is required by his/her supervisor toleave'the
headquarters station to accomplish official state business and is eligible for
reimbursement of actual, reasonable and necessary travel expenses in accordance
with the provisions of the DER uniform travel schedule amounts, other applicable

 statutes, or pursuant to collective bargaining agreements.”

109 Volunteer Any df_i_i_'c'iél}ﬂ"aiiifabfiZed"_pcrs,en not in employee status, who provides

Authority for Travel
2.01 Authorization

Any official business travel by state employees must be approved in accordance
with individual agency procedures as established by the appointing authority or
designee.
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3.00

2.02 Appropriateness
Pursuant 10 s. 16.53(12)(b), ‘Wis. Stats., the appointing authority or designee shall
determine that the proposed travel is appropriate and necessary to the mission,
responsibilities or duties of the employee's unit.

Pursuant to s. 16.53(1)(c)7., Wis. Stats., before employees are permitted to attend out-of-

state conferences, conventions, seminars, meetings or munmg courses, the appointing
authority or designee should ensura that a clear state mteresi 1s being served.

Mode of Transpartatwn

Pursiiantto $.20. 936(4}((:} Wzs Stats ’the allewance for thc use. of a persona] automobile

“or motoreyele shall not exceed the lowest cost of the most practical means of public
'transportatwn between points convenient to be reached by railroad, bus or commercial
.alrpiane without unreasonable loss of time.: The appomtmg autherity or designee shall

Cgive due consadez‘atmn to the mrcums’zances in each case. when determmmg the most

| and the cost of the use ofa state—owned automoblle not chargeable to an employee may
- not-exceed the cost which would have been incurred had the most practical form of public

transportation been used, at the most approprzate time, if a practical form'of public
transpertatwn is: avaﬁable :

When a number of state emp!oye:es are knowmgiy travehng to the same destination at the
same time, it is their responsibility. to arrange for pooled iransportaﬁon where practicable.
Individuals, who for personal reasons choose not to participate in pooled transportation,
may be reimbursed for mileage expense when the appomtmg authomty or deSEgnee

s "deterrmncs that such rmmbursement is appmpnate__ e

: Expenses fer transportauoﬁ W111 .be relmbursed as follows

3.01 Air Tr_aj!e_l i

efer to the D{)A 5 State Precurement contracts on Travel Agency
T 8 ddltaonai dataﬂed mfcrmation e

(1) Reimbursement for commercial air travel shall be limited to the lowest
appropriate airfare (Reference the definition in 1205 of this Section). The
.. appointing authority or designee may determine a reimbursement amount other
_ than the lowest appropriate airfare only when the traveier promdes written
_ expianatwn of the reasonabieness af the expense ' :

Where a traveler is seeking reimbursement for airfare through a travel voucher,
there should be sufficient documentation of the departure and return dates,
itinerary, nature of official busmess and a recelpt afiached to the travel voucher
(Reference the defimnon m 1 01) :

| 'Where airfare is bemg paid directly by a state agency, the invoice and other
L 'attachments to the payment voucher sheuld reﬂect the foﬁowmg information:
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(2). Name(s) of the traveler(s) and destinations;

(b) Departure and return dates;

{c) Nature of official business;

| (d) If _ p'{}ss_ibie; ;;rpéé-réféi’énﬁé .tt_';_). ﬂie_ number of the travel voucher
containing the other trip-related expenses. R

NOTE: Benefits from any airline promotion, such as free tickets for frequent
- fiiers, merchandise, etc. that accrue as a result of official state business,
belong o the State of Wisconsin-and should be used whenever possible for
quent official state business. Businessuse of frequent flier vouchers,
ping; discounit coupons or other. strumens are not. .

: ngtg‘ry’-yai-ue--ai;d‘_tl;er_ejf_gﬁr _;t;mpipyges_ﬁjsh_zilzl'_:not be

mooc

: - :. (2) Filght msurancecoverage 'f'(:)_r_:e'_mplbfiﬁes istiota feimbnrs%ible expense.

(3) Reimbursement for use of private aircraft will be made at the rate of 32.5 cents
~_per mile if under s. 20.916(5)(2), Wis. Stats., use of a private aircraft is
_ authorized prior to travel by an appointing authority or designee who has
" confirmed that the individual has the required insurance coverage. -

" (%) Miscellaneous Travel Supplier Fees: Fees incurred because travel
.. arrangements were changed (such as; but not limited to, those changed by
‘airlines) are reimbursable only when accompanied by a valid, written business -
reason for the change and approved by the appointing authority or designee.

3.02 Travel by Train

Putsuant 105 20.9160)(D2., Wis. Stats, travel by train shall be limited to coach, if
available, unless overnight where accommodations should be Jimited to roomette.
Receipts are required for reimbursement. e : :

3.03 Trévéi by Bus .
i Efﬁpi%ﬁyees travehngthhzn thaheadquarters _city_ein‘d between cities should travel by
bus whenever feasible, as determined by the appointing autherity or designee.
Receipts are required for reimbursement of travel between cities.

3.04 Taxis and Airline Shuttles

Reasonable charges for taxis and airline shuttles, including taxi tips at a maximum

rate of 15% of the charge as provided in s. 20.91 6(9)(d)2., Wis. Stats., are
reimbursable when other modes of travel are not available or practical. However,
- shuttle service (usually less expensive or free) should be utilized in place of a taxi

whenever possible and the émployee shall be reimbursed at a rate of no more than
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obtam and provxde receipts whenever the cost of a one-way fare exceeds $25.
3.05 Vehicle Trans_po_rtatmn |
(1) Use of State Pool Vehzcies _
’ _:(_a)_ ___'Management shall ¢ encourage empl@eés 'to use state pool vehicles
~ whenever feasible and whenever an vehicle is required for conducting

o official state b‘usmess un}ess a state—ﬁwned vehxcle is already personally
_assalgned ' o S

_ (b) _::'When hsiﬂg state pool vehicles, passengers shall be limited to state
. cmployees or trave!ers engaged in ofﬁcrai state business.
: (c) '_'_'Crcdﬁ cards are prov1ded w1th each vehzcie and must be used if possible
" ‘when any expenses are incurred. The: only expe;lses in connection with
_state-owned vehicles which can be ciazmed ona travei voucher as

reimbursable are:

L -Storage, parkmg and toll charges

R SE Expenses mcurred where the credﬂ; cards are not accepted.
Recezpts showmg the ﬂeet number of the vehicle are required.

-3.. . Emergency expendlmres reiatad 10 opera‘uon of the vehicle.
. Recexpts showmg the ﬂee:t number of the vehlcie are required

o E'(c_i:) :3. __Personal use ef a poci vehtcle is not penmtted

| (e) Traffic cﬂ;ations parkmg tickets iocksmlth calls for retrieving keys, etc.,
are not raxmbursable

@ Use Of Personally-Assigned State-Owned Vehices

(a) Based épon an empidyéé"s jéb'féspénéibiiities, an employee may be
~assigned a state~0wned vahicie.

() Puxsuaat to 5. 20. 936{7), W1s Stats an employee who has a personally~
assigned state-owned vehicle may use the vehicle for personal use in
_.accordance with fleet guidelines, and must reimburse the state for such
use at a rate of 32.5 cents per mzie pius sales tax.

(c). . Traffic citations, parking tickets, }ocksmith calls for retrieving keys, etc.,
are not rﬁzmbursabie '

3) UseOf Privately-Owned Vehicles
{a) Reimbursable business miles are determined as follows:
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_ accumulated pe

e . Lessthan ib

1... .Actual miles driven by the most direct route between an employee's
headquarters and a work site removed from the assigned
headquarters o . _

2. Actual miles driven by the most direct route between work sites
that are removed from the assigned headquarters

3. For trips that start or end at an employee's home, the lesser of actual
_miles driven between an employee's home and the work site

_ removed from the assigned headquarters or the mileage between an
. employee's assigned headquarters and the work site.

4. When management determines that an employee's vehicle is not

required for travel to a work site removed from the assigned
. headquarters, the employee will be reimbursed mileage from the
employee's home to an approved pickup point which is in excess of
the mileage from the employee's home to the assigned headquarters.

B ;Itéfﬁ-é;-_B_,{)§=(3_3_(_a)-1_,:thrgu_ghf;?a_,__should?};)e used to determine

- reimbursable business mileage for each component of atrip when
: I---”mukipicgs_tops:alf@.made.-:dutinfg-;_tfhé day. .

6. Mileage ;ﬁpm'the'emjﬂoyf_:_a‘_s_,hgm_e to the éssigned headquarters is

not reimbursable.

. See]DER Bulletm CC-}98dated6/ 19789 for additional
ation on mi}éége-;rginibﬁrsemeﬁt from home to work site or

Anemployeeshali be reimbutsed at the rate of 32.5 cents per mile if

al car business ‘mileage per round trip is:

0'miiles. Employees may be required to secure a non-

. availability slip, at the discretion of the appointing authority or

2. Mﬁrﬂthan 1 00 miles and the 'empioy_f;e’é agency issues them a non-
availability -élip'bet_:ausa"the':-agéncy'méintains acentral pool in the
headquarterscity. -

3. More than 100 milés and if both the employee's agency and the

o D_{}A:pgntr_ai_ﬂe_et issue a npn-avai_labiiity slip because the agency’s
__central pool and central fleet are located in the headquarters city.

4, Any mileage if there is no 3¢C¢s§ 10 a fleet vehicle in the

headquarters city.

5. Any mileage if these requirements are waived on an individual

basis. The agency must demonstrate to DOA that a different set of
mileage standards for _issaing__n_{_}_n_mavaiiability slips would result in
a more cost effective use of state vehicles. -
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(c)

- (c_{)f _

G

The non-availability slip should include the date of the request as well as’
the dates for which a pool vehicle is requested and must be signed by the

.agency dxspatcher or. DOA Centrai Fleet representattve

:Except as. prowded in (b) above 1f an empleyee uses his or her own

automobile, the business mileage allowance shall be at a rate pursuant to
8. 20.916(4)(e), Wis. Stats except as othermse stated in this Sectxon

(Sectxon F)

: rxtact their agency fiscal officer to
Whe 1 they do not have a non-

hoos¢ 0 use their persanal vehicle.

“Charges for repairs, tow serv:ces, lubrication, etc., are not reimbursable
items.. Trafﬁc citations, parking tickets and other traffic violation

o expenses are the employee s responszblhty

" 'Upon approvai of tha appomtlng authonty or: desxgnee

N ‘Pursuant 1o §. 20 916(4)(b) Wzs Stats -an additional 1 cent per

‘mile may be paid'to an employee forthe use of a personal
" automobile on'official state business when used as an emergency
vehicle, or under conditions which may cause excessive wear or
" depreciation, such as the pulling of trailers, or which require the
co mstaiiat}on of spemai equ}pment

N 2. ' 'An addltlonal i cent per mﬂe may be pald to an employee whose

- _.i..'automobzie is tzsed___for transportmg 2 or: morc passengers (not
e mcludmg the drwer) G i :

3. An addmonal 4 cents per mile may be pald to an empkoyee when an
' -automoblle is operated oif the roadway (constmction areas, etc.).

g Pétsons w;th disabahtles who usea pr1vately~owned specially

e :"eqmpped van ‘on state business shall be reimbursed at a rate of 50
cents per'mile. When a'state-owned-van which is specially
“equipped for persons with disabilities is available, the
‘reimbursement rate shall be 45 cents per mile unless a non-
availability slip has been obtained. -~

_exemptions mu_ t
| are disabled may also receive a generai waiver if state-owned vehicles

; OTE Reqnests _for"exemption from the certificate of non-

- rIr 1cai ot other reasons should be
EOA ﬁeet managemen‘t coordinator. Requests for
e.résubmlited on an annual basis. Employees who

'.'forwarde&__ A

do not adequateiy mheet their Sp&ClﬁC needs and a driver is not
available on. a reguiar basis. Coples of all such exemption approvals
“shall be kept inthe agency pre-audit ared; to: avmd delays in

processing th travei claim. -
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(®) .

_ Stats. The rates for _r;:i_mbursegncnt_ s_hall be 16.2 cents per mile, whether
a fleet vehicle is available or not, subject to the following conditions:

@)

Employees shall be reimbursed for the use of privately-owned
motorcycles on state business, in accordance with s. 20.916(4m), Wis.

1 - Only one individual may b tra'r__i'é?aﬁéd on a single motorcycle.

2. The appmntmgauthontyQrdesxgnee may require travel by

. automobile if the travel costs are anticipated to be less than the cost
.. 0f travel by motorcycle, such as ‘when two or more state employees
- are traveling to the same destination. .

3. 'R'e_'i_;__iri'ijﬁrs:amf_:nt for use of privately owned mopeds or bicycles on
7 state business is not authorized by, statute. :

'-P.ursu_aﬁjt tos. 209 iﬁ({i)_.(c)_, Wis :_Sl;_z_;.ts*, for '?_:ravéi betweeﬁ. points

convenient to be reached by railroad, bus or commercial airplane without

. reasonable loss of time; the allowance for the use of a personal
-aufomobile or:motorcycle shall not exceed the lowest cost of the most

practical means.of public transportation between such points.

~‘The _;empieycges"@Qinm@g authorxtyor designee shall give due

consideration to the circumstances in gach case when determining the
amount of reimbursement for the most practical means of public

-‘-"t:ranspc_artation--whem-a_persg_an_al__;auto o;j;r_notor_cycie is utilized.
. Reimbursement for meals and:lodging, as well as transportation, shall not

" exceed what would ordinarily have been incurred had the most practical

O

means of public transportation been used.

i’érl_ci_ng charges and tolls _-in%:ﬁrfed.s&hilq on official business, as
authorized, are reimbursable if incurred as a result of the job. Parking

"'cha_r_gés--- incurred in‘the headquarters city are__ifeimbursabie'if incurred as a
- result:of the job and on approval of the appointing authority or designee,

pursuant to 5..20.916(9)(e), Wis. Stats. ‘Receipts are required for claims
in excess of $25. Parking charges incurred at the employee’s
headquarters are not reimbursable, except as noted in 8.00 of this Section
(Section ). ' . A

':_ 1f.§6§;f¢ff¢gtivé,_"égf:'_rit;iés may reimburse actual round trip mileage for
trave] to and from the airport on the departure and return dates.

Rejmbursement is limited to round trip mileage between the employee’s
__home or headguarters, whichever is shorter, and the airport. The total
_reimbursement must not exceed the cost of any other reasonable means

of getting to the airport, including parking fees if it would have been

_ required.
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- (k) . "Vicinity" mileage on official business trips should be stated in the ;
itinerary column on the travel voucher but does not have to be separated
from the total mlies claimed for the trip. -

" {4) Vehicle Rentalsﬁnsurance

Rental vehlcies should be used in sﬁuatsons where zt is the miost cost efficient
means of transportation or the efficient conduct of state business precludes the
use of other means of trans;;ortanon

N{}TE' Therc are restrmtmns W}th regards to rentmg 12 or 15 passenger vans.

' appomting autharity or dcszgnee priorto rentmg
When renting a vehicle:

(a) State contract vendors-shall be used unless the vendor is unable to
provide a vehicle as needed. All contract vendors include Collision
.. Damage Waiver (CDW) and liability insurance in their rates. Vehicles
. may be rented from non-contract vendors if a contract vendor is not
_available or the rentai cost, mciudmg CDW and Tiability insurance is less
. expensxve and semces are equai to the contract Vendors

(b) The CDW and liability insurance for domestic rentals sh'ali be purchased
when renting from non-contract vendors and when renting from a
contract vendor for rentals where such coverage'is not included in the

... contract. ‘For international rentals, travelers must purchase CDW and
- Hability insurance unless prowded under the Vendor contract for the.
'country in which the travel occurs. o

(¢) Be _pz;gpgzjaq_ tq_p_r_ov_;de' 1d_er_1t1ﬁ‘qat_10n of state employment.

(d) If oneor two travelers are 'u'sing the vehicle, an economy-sized vehicle
shall be rented. A larger size vehicle may be rented and fully reimbursed
if there are three ‘or more travelers involved in state business or extra
space is needed for equipment. Claims for larger vehicles must be
justified in writing.

(¢) Claims for reimbursement must be sﬁpﬁdrted by the original receipt.
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4.00

401 Meal CI

S (f) Prs nai effectsmsumnce{PEC)or anyadd;tlonai charges for personal

use are not reimbursable. -

' NOTERefBr‘tGmeDOA’sStateP o ment Coﬁ&g@t:@;ﬁ,_&eﬁ@l Cars or
DOA Flest Office for additional detailed information.

306 Special Mode Transportation

ey co-ﬁj;uncticsn with specialized field trips, geolo gical surveys, _and___-s_pecial
“ “instructional/research expeditions, where a combination of traditional and
- nontraditional modes of transportation may be necessary, an explanation of the
circumstance and a listing of actual out-of-pocket expenses should accompany the

" request for reimbursement.
Meal Expenses

. The claim for meals must represent actital, reasonable and necessary expenses for

_ .. meals, subject to the maximums provided in'4.02, below. Meals included in the cost

of lodging or registration fees are not reimbursable. The appointing authority or
designee may grant individual exceptions if the employee provides written
- ijustifieation. . o oy

402 Maximom Meal Amomnts

faximum permitied amiounts for individual meals in state, including tax and
Gp are listedandshall ber . T

”'f f£1§fi

}oooAsofJuly1,2000 o
o Breakfast Slisf,{){} L
T Dinner - ¢ $17.00 0 o0

(2) Maximum permitted amounts for iidividual méals due to out-of-state travel,
including tax and tip, are listed and shall be:

As of July 1,2001
Breakfast $10.00
Lunch $10.00
Dinner $20.00

(3) The maximum allowable tip is 15% of the meal claim.
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4,03

(4) Onany particular day that an employee is entitled to reimbursement for twoor™
more consecutive meals, the employee may exceed the maximum amount for
one or more meals. The employee may ¢laim the actual amount spent for each

~meal as long as the total amount claimed for the eligible meals is not greater
~ than the combined maximum reimbursement rate for those meals Each day is
considered separately for apphcatlon of ﬂHS pohcy o

(5) Employees shall be reimbursed a flat rate of $4 00 for each bag meal.
Meal Receipts

Receipts for meals are not required except for the following:

(1) Any claim in excess of the schedule in'4.02 of this Section(Section F), must

_be accompanied by a receipt and full explanation of the reasonableness of such

T ': _expense., Tobe cansadered_reasonable, a cost must geue’rally be incurred

- . outside the contro €. mdmdual If the employee has a choice in‘the
- _selection of the re __urant or the menu item, the employee is expected to stay
- within the 1 maximums. When cialmmg reimbursement for meal expenses while
attending a conference, employees shall be required to attach a copy of the
. conferﬁnce bmchure to the travei vouchcr

(2) If therc isa suspected abuse or a consistent pattern of maximum meal

- .__:_._._re;,mbursement claims is noted on an employee’s travel vouchers, the
. appointing authority or demgnee may require an employee to submit receipts to
document the amounts cIaimed on future travel vouchers

:es'f{)r Meal Rennbursement St

'Exce:pt as pmvzdﬁd in 4 05 of thls Sectzon (Sectmn T, reimbursement for meals for

employees who are on a day- -shift basis (7:45 a.m: 4 30 p.m.ywill be allowed on

. .trlps cniy on the felh}wmg_ condmons .

(1) | ._Breakfast provzded.the empleyee lea’ves home before 6 GO a.m.

' (2) ".Lunch prov;ded the empioyee leaves hls or her headquartars city before 10:30

a.m. and refurns afterz 30 p m.

_ | (3) .. .Dmner pmwdf:d the empioyee Ieaves darectiy fmm wark and returns home

- after 7:00pm.

The time or tiiﬁci)eﬁééisl specified above, shall be modified to the extent necessary

4.06

to provide equitable treatment to employees whose work schedule requires shift
work on other than a day shift basis (7:45 a.m. - 4:30 p.m.). Meal reimbursement
maximum limits shall be based on the type of meal appropriate to the time of day.
Alcoholic Beverages

The cost of alcoholic beverages is not reimbursable.
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4,07 .__'Sa.ﬁied_'Wafér Relmbnrsement _ﬁ;r._ :i%‘té:}hétional Travel

'R_é;imb_t_ir's'e_rrjént,yﬁll be madefor purchasedbotﬁed water. Employees are limited to
maximum reimbursement of $7.50 per day when in international travel status
(outside the contigious U.s). S R

500 Hotel and Motel Expenses

5.01 Lodging Claims

The choice of lociging shall be based on cost with consideration g’ivéh to
 accessibility in conducting business:

(1) Employees of the same sex traveling together are encouraged, Whenever
- feasible, to share 1’0’_'dg-i_ta_.g";ic:éommc?déti{;n§. Employees should be held
- personally responsible for un ecessary room costs that result from his/her

. failure to notify.the hotel/motel of a (ﬁffciﬁ_c';gé}_lat'i_dn;_i_;nié_szs'_feasonab_]e
justification is provided for failing o notify the ‘hotel/motel.

(2) When an appointing authority or designee determines that it is in the best
interest of the state to order the employee 1o stay at a specified lodging
" accommodation, the employee shall be entitled to the full lodging
. reimbursement required for such a stay. 1f this lodging rate exceeds the
maximum permitted amount specified in 5.02 of this Section (Section F), the

employee must attach documentation to the voucher which clearly indicates
* the employer's requir ement that the individual stay atthe specified Jodging
" accommodation. This documenitation shall include the employer's written
 authgrization and justification for requiring the employee to stay atthe
*pecificd lodging accommodation. uirng the cipisEr e

(3) When an appointing authority or designee orders an employee to attend
 business function and does hot specify the lodging accommodation, the
employee's lodging reimbursement shall be limited to the amount specified in
- 5.02.0of this Section (Section F), except as provided in 503 of this Section.

(4) An appointing authority or designee may permit the employee(s) to stay at 2
_ documented conference site where lodging costs exceed the maximum
permitted amount specified in 5.02 of this Section (Section F) on the basis that
‘t enables the employee(s) to gain professional benefits due to interaction with
. other attendees. No additional statement 0 justification is required.
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5.02 Maximum Lodging Rates

(n

- The maximum permitted. amount per day, excluding tax, for lodgmg for all in-

o state travel in counues other than Mliwaukee Racme and Waukesha shall be:

@

3)

(4)

 As ofJuz'y 1,2001
$62

. The maximum permitted amount for Mziwaukee Raclne and Waukesha
counties shali be: '

As of July 1,2001.
$72

-The in-state rnax1mum rezmbursement rate per nzght shall also apply to out-of-
. state travel except for iodgmg in hlgher cost cities as determined by DER. For
- lodging maximums in- ‘higher cost cities, refer o the most recent issue of the

DER Bulletin entitled “Max;mu:m Rennbursement for Lodgmg in High-Cost
Out-of-State Cities.”

If an employee is required to stay in a city not listed in the “Maxirfum
Reimbursement for Lodging in High Cost Out-of-State Cities” bulletin, the
greater of the rate for the nearest comparablc Clty, or the maximum in-state

- lodging rate under (1) shall apply DOA shaﬁ detenmne the nearest

6

5.03

comparahie cxty

The relmbursement to the empioyee (or the amount paid dlrecﬁy by the agency |
to the hotel for the lodging) is limited to the single room rate. If smployees

. share a room, the reimbursement may be divided equally but not in excess of

the maximum amount. pﬁrmxtted for each employee had each stayed in a single
room. (The cost of a room shared by two or more employees may not exceed
the combined maximum rate for an equal number of single rooms.)

Exceeding the Maximum Lodging Rate

- -Any amount in gexcess of the schedule in 5.02 of this Section (Section F) must be
: accompamed by a rece;pt and expianatlon of the reasonableness of such expense.

.. Exceptas provxded in 5. 01(2) of this Section’ (Sectlon F), maximums may be
exceeded only when it is determined that unavoidable additional expenses would be
incurred by trying to adhere to the specified maximums (e.g.; high transportation
costs incurred when staying at an economical hotel/motel at the edge of the city
instead of staying downtown).
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6.00

5.04 Checkout Times and Extended Stays

- Employees shall observe posted hotel checkout houts in order to avoid a charge for
the day of departure. An employee who is required to remain in one location for an
extended period of time'is expected to-find lodging at reasonable weekly and/or
monthly rates. SN

5.05 Lodging Receipt Reguirement

All lodging expenses must be supported by an original itemized receipt. A
photocopy of the receipt, the hotel or motel statement or credit card receipt is not
considered an acceptable substitute unless exceptional circumstances ¢an be
documented and a written explanation is attached to the voucher.

e Expf:nsesforlOdgmgaifac;htieswhich are not Jicensed as a hotel, motel,

" campground, or tourist rooming house (e.g., private residences) are not

" _reimbursable. Exceptions may be granted by the appointing anthority or designee if

there is a clear cost benefit to the state.

5.07 Government Discounts =

L Whenregastermg in .'a':__i_';':.i_'dg_ih_g'e_:#:_:’lbliiéhfz}eﬁtbﬁ‘_ signing for any official purpose, state

. employees shall use their business address, identification andprovide tax exemption
documentation to the hotel to avoid payment of state, county and local taxes.

Em '_Sh'aii ask for go?emment_or_ne_gotiaiéd'-r}a‘_té's.' SR

5,08 Negotiated Rates

f t}_{e:@_ﬂf@"}ﬁéﬁgﬁti@ﬁéﬁ contracts available with hotels within the state, employees
* shall'use these properties whenever possible. - o

Meeting Facilities
6.01 State-Sponsored Meetings,"T:t*aiﬁiﬁg and Conferences

Whenever possible and cost effective, meetings, conferences and training sessions

sponsored by state agencies primarily for the participation of govermnment employees

_should be conducted in public facilities (defined as facilities owned, leased or

_ operated by the State) and at locations which will:
(1) Minimize fuel consumption for transportation; ~

(2) Provide the necessary services for the session at the most economical cost to
the state;

(3) Facilitate public attendance and/or press coverage as necessary; and
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(4) Accommodate persons with disabilities to the fullest extent possible.

6.02 - Exceptwns i

Excepﬁons o the rule of 1 using public facilities for these types of events must be
- authorized by the appointing authority or designee.

7.00  Other Allowable Travel Expenses =

7.01 Laundry, Cleaning and Pressing Charges

- Undar S. 20 916(9}(d)1 Wls Stats., if the emp]oyae is away for more than three
days reasonable &mounts will be aHowed for laundry, cleaning and pressing service.
Only one charge per ca}endar week is reimbursable for each type of actual and
. .:__nccessary servacs :

Rctmbursement cIalms fer iaundry cleamng andf'or pressing’ must be supported by
original paid receipts. Charges for laundry; etc., can be reimbursed only when the
employee incurs the expenses while in travel status. ‘Employees should hormally be
expected to paﬂk sufficient clothing for a week without having to incur such charges.
Routine cleaning. of clothes is net conszdered a fravei»reiated expense and therefore

' not reimbursable. - e e

7.02 TelephoﬂefFax/Internet Connectivity

(1) Employees are encouraged to place telephone calls in advance from the
i headquartars location. If teiephomng from the field is necessary for business
e purposes, an ampioyee must attemp‘f to use ‘Ehe Stata Teiephone System (STS),
~ which is now available at most agency’ and university locations around the
state. One personal caiI is relmbursable upto $5.00 each f0r the following
conditions: e

(a) Each night an emplcyee must spend ovemght away from hcme in travel
status; or : i

(b) As a result of 'eadh" unsc'h'eduled geographical'iocation change; or

(©) ____:As a result of 2 an unscheduled change in travel status which rcsuits in
~ more than aone ( 1) hour extensmn to the emplayee 8 orzgmaﬂy
~ scheduled remm time. : :

@ Where STS is not available, business tefephone charges (both local and long
distance) may be reimbursed. Business related facsimile charges-are
reimbursable. Reimbursement claims for business telephone-calls, business
facsimile charges and/or Internet connectmty in excess of $5 00 per call shall
be supported by receipt. ' i .
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9.00

8.00

7.03 Hotel Gratuities and Porterage

(1) Necessary gratuities to hotel employees are reimbursable, up t0°$2.00 on the
- day of arrival, $2.00 on the day of departure and $2.00 per each night of stay.

should not exceed $1.00 per piece of luggage. .

(2) Porterage cost"s: atawports or bustenmnais shall be rei‘fxi‘bﬁrséd. The claim

7.04 Registration Fees

<Yy~ An original .pgi_ci_ receipt; a:cop:y___pf the chgclg, a cc;p_y__._qf the _c_z_'_f_adit card
... statement, or the traveler’s customer copy of the credit card receipt must

_support.claims for reimbursement of registration fees over $25.

(2) Expenses ;_of individuals not on official "staw busl_iriéé's (spouse, family members,

- friend, etc.) that are included ;.ir_;_._;hg___'r_sg_istfatip_n_ fees are not reimbursable.

705 ATM ServiceFees

.. The service or transaction fee for the cost of ATM withdrawals obtained for
business expenses may be reimbursed upon approval of the appointing authority or
designee. R '

7.06 Passports and Visas

_'C-har.ge_s_. for ;}as-spprés..,;yisas and associa’ted féql;i_réd__phptégraﬁhs are reimbursable if

" incurred in connection with official state business. No expedited charges will be
© . reimbursed unless written justification is provided. The cost of inoculations and
- other routine medical procedures required for entry into certain foreign countries

that is not covered by insurance is also reimbursable. Receipts are required if the
claim exceeds $25.00. '

Expenses in an Eﬂ.llﬂﬂ_}.;:fee’s' I"Iéad'q:u.a'i*tefs. City

Under's. 20.916(9)(e),: Wis. Stats., employees who are headquartered in a city in which
the expense occurs shall be reimbursed for their actual, reasonable and necessary expenses
incurred in the discharge of official duties only on the approval of the appo inting authority
or designee. This:does not apply.to travel between an employee's residence and the city in
which the employee is headquartered, which shall not be reimbursable. Parking charges
incurred in headquarters city resulting from daily trips from an individual's residence to

--the headquarters are niot reimbursable unless the conditions enumerated in AG Opinion 61
0AG.210 (one-of which is that the employee's use of apc_fspz:'aal':_v_éhicle is a condition of

employment) are met.. .. ...

Traveling With Spousé or Other“Nons—Employee”Indmﬂ“als

Travel expenses for individuals not on official state business (spouse, family member,
friend, etc.) are not reimbursable.. With respect to the cost of lodging, the amount

reimbursable to the employee will be equal to the rate for a single room, which shall be

F-13
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entered on the receipt by the hotel clerk. The only authorized exception to this prohibition
applies to the Governor's spouse, and such situations are specifically outlined in the
separate procedures governmg the use of the Governor s contmgency fund (established

1_-9430 Rexﬁzbursement for Movmg Expenses G

1{) 01 Authorxty

i “Section 26 9} 7, WIS Stats pmwdes for rexmbursemen’{ of expenses for preparation
" "andtransportation of household effects and for the transportation of the employee
~ and the employee's immediate family to the new place of residence. -Household
effects include, but are not limited to: furniture, clothing, household appliances,
and other items necessary for the maintenance of a household.” Items not included
- .. asnecessary household effects mciude but are. not hmlted 10 boats pets farm
= ;tractcrs and eqmpmeni etc A e

1:0 Chapter 760 of the Wx Sc consm Human R sourc_:ﬁs }iandbook
urs_ﬂment for Moving: Expanses for dﬁtaﬂe;dmformanon N
Visions and procedures for movingexpense relmbursemcnt

. .‘fcgafsi-'

. Iﬂ 02 Mlmmum sttance o
Retmbursement for an erﬁpi&?ee s.x.novm.g. expe.nscs. can bﬁ aiiowed 1f
(1) The distance between the new place of empleyment and the eld resxdence is at
and the Qid res:dence and
(2) ..The diétﬁﬁbe Betv}een the néw"a'nd eid-’fesidéﬁée is.'at lea'StSS miié-é
B if the appemtmg authorzty determmas that 2 mcwe 1s a mandatory condztmn of

employment unders 20. 917( 1)(3) Wis. Stats.. the mlmmum distance requirements
| are > ot apphcable bt it L e s

1€) 03 Max:mam Amount

The maximum dollar amount which may be permitted for reimbursement of any
employee's moving costs.is.subject to the limitations set forth in s, 20.917(2)(b),
Wis. Stats. DOA shall determine the maximum reimbursement which is the”
maximum amountas set forth in the rate tables of the major household goods tariff
publishing bureaus to move household effects. In addition, a $600 stipend may be
paid for costs incidental to moving (subject to the iimltat;ons set forth in

s. 20.917(1)(e), Wis. Stats.), as well as the cost of automobile travel for one vehicle
at 32.5 cents per mile. Incidental costs include, but are not limited to:
disconnection and/or hook up of appliances, extra insurance coverage, etc.
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10.04 International Moves
reimbursed for all actual, necessary and reasonable expenses subject to the prior
approval of the appointing authority or designee. _g?;_ctua_i,__rpason_abls_-and__necessary
expenses will be subject to the limitations contained in the Federal GSA Bulletin,
which governs moving reimbursement for federal employees.

Employees making international moves to the contiguous 48 states may be

| NOTE: See Section A, 2;;19:3:'-fqr*provi"siens which allow for granting a Relocation
* | Incentive Award to'classified n_;)’_z'l”rgepge;se;'n‘t_gd-g:r@?léyéas -under certain circumstances.

11.00. Applicant Interview Expenses

"Section 20.916(2), Wis. Stats., provides that reimbursement may be made to applicants for
all or part of reasonable and necessary travel expenises actually :indutréd-_i_ﬁj;':o_nne_ction
" with'oral examination and employment interviews.: All reimbursement actions under this
'p_r'{;sv_is'i'c_ﬂ'Si&é_iﬁ.befdbc_iimentéd}in'W'riﬁh_g and subject to-review by the appointing
authority or designee. Reimbursement for travel; meals and lodging shall conform to the
provisions of 3,00, 4.00 and 5.00 of this Section (Section F): o o '

NOTE: Refor 1o Chapter 764 of the Wisconsin Human Resources Handbook entifled
‘ rs:eme'n_t of Applicant's Tra;%él'Bxpeﬁgefs" for procedures and provisions

be consistent with the lodging allowance for hotels and motels established under 5.02 of

this Section (Section F). Thefaliow&nCe'is'appiicabiéoﬁlji to persons who are eligible for
~ - MoVIng. expense reimbursement whether or not such reimbursement is granted. Such
 allowance payment is limited o 45 days. G e

NOTE: Refer to Chapter 774 of the Wisconsin Human Resources Handbook entitled
"Reimbursement for Temporary Lodging" for procedures and provisions relating to
temporary lodging. _ _ e

13.00 Food a';aczi:Léﬂ'fg;i_;lg_'ﬁilpwa_ﬁces"for"i;_.egis;at{')_'rs' NS

) F oo_ﬁ andLodgmg allowances for legislators will be determined in accordance with s.
13.023(1), Wis. Stats. o

14.00 Miscellaneous
14.01 Weekend Expenses

Weekend expenses are not reimbursable without:
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m '.Ag’ipd.i'ntihg"'aaihbrity or designee approval; and/or
(2) Conference agenda or brochure.

NBTE See EB 00 Qf ihis Seet:@n (Sect;an F) for except;ons regardmg leg1slators

14 02 Expenses for Volunteers .

“Persons who' vniunteer the;r services to state agencies may be rezmbursed for some
or all of the actual and necessary travel expensesin accordance with s. 20.916(1m),
Wis. Stats., and the maximums established under this Section (Section F).
Volunteers must contact the risk management office of the agency they are serving
prior to traveling on state business and seeking reimbursement for the state,

| 14;03 Expénses’ fer Reésoizablé Accomm{}dét'iolns'

5 'It is recogmzed that mdmduais u‘aveimg on oﬁimai state bnsmess may require a
" 'reasonable accommodation, as required by the Federal Americans with Disabilities
““Act of 1990 and/or Section 504 of the Rehabilitation Act:of 1973, as amended.
Depending upon individual circumstances; the reasonable accommodation could
take various forms such as payment of porterage costs under 7.03 of this Section
(Section F) or allowing a personal attendant to accompany the individual while in
travel status.

' NQ’TE If it is necessary for the individual conducting official state business
to have an attendant in order to participate in an off-work site meeting or travel

would be reimbursable if they meet the actual, reasenabis, and necessary
conditions set forth under the applicabie federal law. The non-salary costs,
: e.g.ymeals; 10dgmg, transportation, etc;, must conform to the guidelines and
E:an‘m:mats for travelers set forth in'this Sectmn.(Se wn__F) in addmon, the

accommodation depend? heavﬂy on. :mdwzdual c}rcumsta:nces Speclﬂc
questzens coricerning the:application of this section should be directed to the
. agency'’s afﬁrmauve action'officer or legal counsel..

14.04 Payment for Unauthorized Travel Prohibited

Pursuant to s. 20.916(6), Wis. Stats., payment of travel expenses not authorized by
statute is prohibited. Any unauthorized payment made shall be recoverable as debt
from the person to whom the payment was made.
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14.05 Primary References fo I)OA‘s Statutory Responsszhty Reiatwe to Audit of

Travel Claims

7 ‘See ss. 16.53,20. 916and 20: 917 Wis.:Stats.- Note- that-s. 16,53 (12), Wis, Stats.,

': :.'_*spemﬁcaﬁy states that’ D{DA may not approve: payment for any travel vouchers that
exceed the maximum travel schedule amounts recommended by DERand approved
by JCOER, except in unusual circumstances w. when accompanied by a receipt and

 full explanation of the reasonableness of such expense. This same reference also
SRR pmhlbﬁs payment approval of any travel claim for. maicage in excess of the auto
o rates sstabhshed by ER (wzth appmvai @f J COER)

. _14 95 Penalty f{}l’ Fihng Fraadulent Travei Cia;m
See s5. 16 53(1)(c), 939. 50(3) and 946. 12(4), Wis. Stats o

-14 0‘7 Advancement of Travel Expe;;ses S

The appcmtmg autho“ ty or: des;gnef: ma}r a,dvance mem:y for travei expenses to
employees The travel advance shall not exceed 80% of the es‘nmated expense (see

“5:16:53(1)(cm),; Wis. Stats.).-
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